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Tills  Manual  .is  divided  into  Sections,  each  of  which  deals 
with  specific  subjects.  Office  and  record  keeping  procedinre  is 
prescribed.  It  is  designed  to  assist  inspectors  and  field  offices 
in  facilitating  office  procedure,  to  promote  efficiency  and  to 
coordinate  office  practices,  record  keeping  and  the  distribution 
of  certain  reports  by  all  offices. 

District  Supervisors,  officers-in-charge,  inspectors  and 
clerks  should  familiarize  themselves  v/ith  details  of  all  sections 
applicable  to  their  respective  responsibilities. 

This  Manixal  supersedes  the  Office  Procedure  Manual  dated 
September  1952,  It  is  designed  to  complement  and  interpret 
corresponding  AlS  Instructions. 

Every  employee  having  a Manual  in  his  possession  is  responsible 
for  keeping  it  up-to-d.ate.by  the  prompt  insertion  of  any  revised 
pages  or  sections  that  may  be  received  from  Washington. 
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OFFICE  FROCEDURB  MAMJAL 

The  poxrpose  of  this  Manual  is  to  provide  up-to-cTate  instructions 
covering  billing  and  booldceeping  procedure,  keeping  of  records, 
handling  of  funds,  and  other  housekeeping  functions  of  the  field 
offices.  Reference  is  made  to  appropriate  Al^  Instructions  for 
more  coraprelieiisive  and  detailed  instructions. 

District  Supervisors,  inspectors -In -Charge  of  field  offices,  and 
members  of  the  field  office  clerical  force  should  familiarize  them- 
selves with  instructions  in  this  Manual  and  uith  the  AtS  Instructions 
cited. 

All  employees  to  Tdiom  a copy  of  thi>^  Manual  is  issued  idll  be  held 
accountable  for  its  possession  and  upon  separation  from  the  Service 
sliall  return  it  to  the  Officer— in-Gharge, 
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TYPD^G  AND  DISTRIBUTION  OF 
CERTIFICATES  OF  QUALITI  AND  CONDITION 


SECTION  1 


(Form  FV-209  White  original  and  seven  blue  copies*) 

( ) 

(Form  FV-147  White  original  and  seven  blue  copies,) 


A Form  FV~^09o  This  form  is  issued  in  snap-out  serially  numbered 
sets.  This  form  mus’t;  be  used  Then  samples  are  officially  dravn 
by  the  inspector  -vho  makes  the  itispection  and  signs  the  certi- 
ficate, 

3 Form  FV-147,  This  form  is  also  issued  in  snap— out  serially 
numbered  sets.  This  form  must  be  used  Yfhen  samples  are  unoffi- 
cially drami^  or  when  samples  are  officially  drawn  by  one 
inspector  or  sampler,  and  inspected  by  another  inspector* 

C Blue  Copies  — Forms  FV-147  and  F~7~^09  — Without  Serial  NumberSp 
These  forms  are  used  in  making  extra  copies  w/hen  the  seven  copies 
in  a set  are  insufficient.  The  serial  number  is  typed  in  the 
upper  right  hand  portion* 

D Appearance  of  Typed  Certificate*  The  typist  should  always  bear 
in  mind  that  the  certificate  is  an  official  Government  document^ 

•>  representing  "the  results  of  official  inspections  often  used 
widely  in  business  deals,  frequently  involving  thousands  of 
dollars,  and  should  have  an  appearance  coDsnensurate  with  its 
dignity, 

E Procedure  and  Information  to  be  Typed  on  Certificate,  Aside 
from  certain  references,  such  as  contract  number,  P,  0,  member, 
reference  number,  etc,,  which  are  furnished  by  the  applicant  or 
vendor  in  connection  with  deliveries  to  tlie  Government  and  the 
terms  First  and  Final,  Partial,  Final,  etc,,  applicable  to  Army 
purchases,  the  information  to  be  typed  on  certificates  is  taken 
from  the  rough  draft  certificate  or  work  sheets  prepared  by  the 
inspector, 

1 Contract  Number,  Purchase  Order  Number,  Item  Number, 
Reference  Number  or  Other  Identifying  Numbers , The se 
numbers  should  be  typed  in  the  upper  right  hand  corner 
above  the  printed  number  of  all  certificates  covering  in- 
spection for  Government  agencies,  or  covering  deliveries 
intended  for  Government  agencies  and  the  contract  number 
is  known, 

Z First  and  Final,  Partial,  Final,  etc.  When  the  words 
»FIRST  AND  FINAL,”  ” PARTIAL.”  ”FINAL.”  etc*  are  included 
on  the  certificate  they  are  to  be  typed  in  capitals  in 
the  upper  left  hand  corner  just  beneath  the  word 
” ORIGINAL.” 


page  1 
January  1956 


TTPBTG  MD  DISTRIBUTION  OF 

certificat:^/?  of  quality  and  condition 


SECTION  1 


3 Date  of  Certificate » The  date  of  a certificate  is  to  be 
the  date  that  the  inspection  is  completed,  and  not  the 
date  the  certificate  is  typed  — unless  both  are  done  on 
the  same  day* 

4 Certificate  Number*  The  certificate  number  should  be  typed 
directly  under  the  number  appearing  on  the  original  certi- 
ficate* This  Td.ll  insure  the  inclusion  of  the  serial 
number  on  any  thin  copies  without  printed  serial  nunbers* 

5 Source  of  Information  to  be  Tapped  on  Certificate  and 
Responsibility*  The  information  to  be  typed  on  a certi- 
ficate is  taken  frtxa  the  work  sheet  prepared  by  the 
inspector,  and  other  pertinent  papers  or  instructions* 

The  certificate  shall  be  typed  exactly  as  written  by  the 
inspector,  since  responsibility  for  correctness  of  the 
certificate  lies  Td.th  the  inspector*  Any  errors  noted 
by  the  typist  should  be  brought  to  the  attention  of  the 
inspector  for  correction  before  typing* 

6 Examples  of  Terms  Which  Should  Always  be  Typed  in  Capitals 

CORRECTED  CERTIFICATE 
APPEAL  INSPECTION 
U*  S,  GRkDE  a or  U*  S*  FANCY 
DEHYDRATED  SWEET  POTATOES 
CANNED  CREAK  STYLE  CORN 

7 Abbreviations*  Quotation  Marks*  Fractions*  etc*  The 
applicant's  name  is  to  be  typed  exactly  as  they  use  it* 

Do  not  abbreviate  words  such  as  ” Company**  and  ‘'Incor- 
porated” unless  they  are  an  accepted  abbreviation  by  the 
firm*  When  it  is  necessary  to  abbreviate  the  months  of 
the  year,  or  one  of  tlie  States,  use  only  the  recognized 
abbreviations  Tdiich  will  be  found  in  most  dictionaries* 

Enclose  all  quoted  information  from  the  label  in  quotation 
marks. 

Begin  such  statements  as  ”Net  Weight,"  "Vacuum  Readings," 
the  Grade  statement,  and  the  beginning  of  the  statement 
under  "Remarks"  in  block  form  the  same  distance  from  the 
left  hand  margin. 

Type  fractions  as  l/4,  l/2,  etc*,  not  as  J* 
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TIPING  AND  DI5  KOBUnON  OP 
CmTIPIC-'T^r  bF.OUi\LITT  AI-TD  CONDITION 


Do  not  abbreviate  "ounces,”  "inches,"  "number,"  "pounds," 
or  similar  designations  of  v^eight  or  measure  in  the  body 
of  the  certificate.  Never  use  the  synbol  # to  donate 
number  of  pounds. 

Except  for  the  initials  of  the  typist,  all  t;^'ped  informa- 
tion on  the  certificate  must  be  confined  vdthin  the  double 
black-lined  border  of  the  certificate  form.  The  initials 
of  the  typist  should  oe  inserted  outside  the  blade  line 
margin  to  the  right  of  address  of  inspector  Tiien  more  tlian 
one  person  in  the  office  types  certificates. 

When  it  is  necessary  to  continue  "Remarks"  or  other 
information  on  the  reverse  side  of  the  certificate  form, 
a Torr  of  dots  (.o.....)  should  be  placed  above  and 
below  the  t;>^ed  information  in  such  a manner  as  to  pre- 
vent inclusion  of  additional  information  by  any  party 
after  the  certificate  has  been  distributed. 

8 Initials  and  last  name  of  irispector,  street,  city  and 
State  address  of  the  field  office  under  riiose  supervision 
the  inspection  was  performed  should  be  typed  in  the  lower 
right  hand  corner,  opposite  "Official  Inspector.”  This 
should  occupy  three  lines,  Ihe  first  name  and  middle 
initial  may  be  used  in  lieu  of  initials,  hoT^ever,  it  is 
preferable  in  most  instances  to  use  initials  only. 

The  address  of  the  field  office  shall  be  used  on  certifi- 
cates issued  by  inspectors  assigned  to  plants  operating 
under  any  type  if  Si-Plant  inspection, 

9 Fee. 

a When  charges  are  computed  on  a unit  basis  show 
under  "FEE”  only  the  charge  for  inspection 
vrhich  includes  travel  time  and  analyses  for 
which  additional  charges  are  not  made.  Do  not 
include  charges  for  other  services  for  v^hich  a 
separate  charge  is  made,  such  as  score  sheets, 
supervision  of  loading,  microanalyses  or  other 
analy se s . An  itemized  record  of  charges  for 
such  other  services  should  be  maintained  vfith  the 
office  file. 
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TIFim  AWD  DISTlilBUTIOK  OF 
C^iRTIFICATES  OF  QUALITI  CONDITION 


SECTION  1 


(1)  Shofw  between  the  FEE  and  the  EXPENSE  headings 
charges  for  microanalyses  or  other  analj'^ses 
for  which  an  additional  and  separate  charge 
is  made.  l^Jhen  only  one  type  of  analysis  or 
microanalysis  is  made,  the  name  of  the  test 
should  be  listed* 


EXAliPLES : “AIS,"  “Mold  Counts,”  “Bisect 

fragment  count,”  etc^  When  more  than  cHie 
type  of  analysis  is  made  they  ^ould  be 
combined  in  one  entry,  as  space  will  not 
permit  itemizing  the  various  types  of 
analyses  under  the  fee  heading  on  the 
certificate,  "'flien  more  than  one  type  of 
analysis  or  microanalysis  is  made,  such  as 
.mold  counts,  fly  egg  count,  worm  and  insect 
fragment  count,  list  as  “Analyses." 

(Z)  Charges  for  services  such  as  score  sheets, 
extra  copies  of  certificates,  supervision 
of  loading,  etc.  should  not  be  included 
under  the  Fee  and  Expense  heading  on  the 
certificpte.  This  should  be  shown  under 
an  appropriate  heading  on  the  Fee  statement. 

10  Expenses  (Commercial).  Include  items  such  as  travel,  per 
diem,  bridge  tolls,  telephone  calls,  telegrams,  etc.  All 
expense  items  diould  be  combined  in  one  entr^^  under  the 
Ibqjense  heading.  An  itemized  record  of  expenses  should  be 
maintained  with  the  office  file. 

11  Examples  of  Fee  and  Expense  Entries: 


a When  charges  are  on  unit  basis: 


FEE 

Mold  Counts 
Expends 
Total 


$ 9.00 
3,00 
1.20 
$13.20 


b 


When  charges  are  on 


hourly  basis: 


FEE 

Expense  s 
Total 


$18.00  (H.B.) 
2.80 
$20 .80 
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TIPBIG  AInTD  distribution  OF 
CERTIFICATES  OF  QUALITT  AND  COI'DITION 


SECTION  1 


12  Fees  and  Expenses  (Government )p  When  inspections  are  for 

other  Government  agencies  and  charges  are  reported  on 
FV-440  or  N^Q^^PC-442  for  exchange  of  funds  at  Washington, 
show  under  Fee  and  B^ehses  ”FV-440y  *’*NiQFIP0*“442,” 

applicable • 

Exanple:  FEE  FV-440 

The  office  number  which  may  be  assigned  to  the  request  by 
the  office  may  also  be  shown* 

Example:  FV-440  (ScF.,7-52) 

13  Fee  and  Expenses  (Contract  Basis)*  The  statement  ” Contract 
Basis”  should  be  shoi^m  under  "Fee  and  Expenses”  on  certifi- 
cates issued  at  plants  operating  under  continuous  inspection 
or  plant  inspection-pack  certification  or  other  contractual 
work, 

F Accuracy  Check,  The  typist  should  check  completed  tj^i^ed  certifi- 
cate against  the  vrork  sheet  prep<  red  by  the  inspector  before 
releasing  the  certificate  to  the  inspector  for  a double  check 
and  signature , 

Pertinent  papers  regarding  the  inspection,  such  as  work  sheet,  way- 
bill covering  shipment  of  samples,  sanpling  report,  correspondence, 
etc,,  should  be  stapled  together  vdth  the  work  sheet  on  top,  opai 
to  view  (for  the  convenience  of  the  inspector),  Ihis  file,  to- 
gether with  all  copies  of  the  tjped  certificate,  should  be  given 
to  tiie  inspector  for  his  checking  and  signature  of  certificate, 

^ Signature , As  a rule,  the  original  and  at  least  four  blue  copies 
of  the  certificate  must  be  manually  signed  (all  copies  may  be 
signed)  by  the  inspector  or  someone  having  power  of  attorney  to 
sign  the  inspector's  name  to  certificates,  (See  Parser  of  Attorney 
below).  In  instances  There  it  is  knoivn  or  believed  that  the 
applicant  desires  more  copies,  the  original  and  all  copies  shou3-d 
be  manually  signed.  In  lieu  of  manually  signing  all  copies, 
carbon  si^iatures  will  be  satisfactory'  provided  the  carbon  signa- 
ture is  perfectly  legible.  Usually  a carbon  signature  is  not 
legible  beyond  the  third  copy.  Consequently,  to  make  all  copies 
legible,  it  will  be  necessary  to  insert  a thick  paper  under  the 
third  copy  and  then  sign  the  origin^  and  fourth  copies. 
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TYPING  AND  DISTRIBUTION  CF 
CERTIFICATES  OF  QUALITY  AND  CONDITION 


SECTION  1 


At  least  one  manuall^^  signed,  perfectly  legible  blue  copy  of  each 
certificate  issued  must  be  attached  to  the  pertinent  papers 
covering  the  inspection  and  retained  in  the  official  record 
file  of  the  field  office  supervising  the  inspection  or  of  the 
inspector  asf^igned  to  a olant.  Copies  sent  to  Washington  and 
District  offices  need  not  be  signed,  except  that  one  of  the  copies 
sent  to  the  Wa^ington  office  snd  -which  covers  inspection  for  the 
Navy  must  be  manually  signed. 

H Poorer  of  Attcomey  to  Si,:gi  Inspector's  Name  to  Certificates.  It 
is  illegal  -bo  sign  another  person’s  nane  to  a certificate 
unless  his  power  of  at -born  ey  has  been  given  for  that  purpose. 

TTien  it  is  inconvenient  for  the  inspec-bor  to  sign  certifi— 
ca-bes,  a ''Power  of  Attorney"  fonn  should  be  executed  auliio- 
rizing  the  Ihspector-in-Ch£srge,  or  a person  designated  by  the 
i&ispector-in-Charge,  to  sign  certificates  covering  inspections 
which  he  has  f>erf  armed.  The  person  to  whom  "power  of  Attorney" 
for  signatures  on  certificates  has  been  given  should  check  tlie 
facts  on  certifica-tes  based  on  notes  and  score  sheets  pre- 
pared by  the  inspector  and  sign  the  inspector’s  name.  'Die 
person  signing  the  inspector’s  name  should  place  his  own  ini- 
tials just  beneath  the  name  of  the  inspector  preceded  by  the 
word  "by."  "Pov?er  of  Attorney"  forms  au-thorizing  "the  signature 
on  certificates  may  be  ob-tained  from  the  Washington  office. 

Prepare  original  and  -two  copies  unless  otherv/ise  directed. 

Give  the  signed  original  to  the  person  to  vfhom  power  of 
Attorney  is  being  given,  mail  one  copy  to  your  Wadiington 
office  and  retain  one  copy  in  the  field  office  files. 

Typists  should  not  be  given  Power  of  Attorney  to  sign  inspec- 
tor’s name  to  certificates  because  the  certificate  may  become 
involved  in  court  cases  whidi  might  require  the  person  w^o 
signed  the  certificate  to  at-bend  as  a witness.  The  testi- 
mony might  involve  inspection  technicalities  on  which  the 
•typist  would  not  likely  be  compe-tent  to  testify, 

I Extra  Copies  of  Certificates. 

1 If , at  any  time,  an  applicant  requests  extra  copies  of 
-the  certificate,  a blue  copy  or  copies  should  be  fur- 
nished from  the  original  set  if  availaole.  If  there  are 
not  sufficient  copies  in  the  original  set,  insert  "bhin 
blue  certifica-be  forms  without  serial  n\ambers  for  the 
extra  copies. 
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TYPHTG  AI'ID  DISTRIBUTION  OF  SKCTIOK  1 

CHITIFICATFS  OF  QUALITY  COIIDITIOIT 


If  the  original  set  has  already  been  typed  or  if  sufficient 
copies  cannot  be  made  in  one  run,  prepare  the  additional 
copies  from  the  thin  blue  forms  vdthout  serial  numbers, 
making  at ^ least  one  more  copy  than  required  to  fill  the 
request,  ^^e  in  the  appropriate  certificate  number  on 
the  blue  copies  and  be  sure  the  information  appears  exactly 
as  on  ihe  original  certificate. 

Only  carbon  copies  should  be  released  to  the  applicant. 

The  first  blue  copy  on  idiich  the  typing  appears  (not 
carbon  typing)  should  be  attached  to  the  numerical  file 
copy  of  the  certificate  being  copied, 

Z Every  field  office  should  have  a supply  of  unnumbered 
certificate  copies  of  both  FV-209  and  FV-147o  These  are 
supplied  in  pads  of  100  sheets.  If  the  office  does  not 
have  a supply,  extra  copies  may  be  made  by  taking  a com- 
plete new  set  of  serially  numbered  certificates,  deleting 
the  serial  number  Tdth  a series  of  XXXK*s  and  typing  in 
the  new  certificate  number  directly  below. 

The  original  white  and  one  blue  copy  of  certificates  used 
in  the  above  instance  must  be  marked  »Void  for  extra  copies 

of  certif  icate(  s)  No,  The  original  white 

copy  is  to  be  sent  to  the  I^ashington  office  and  the  blue 
copy  retained  in  plant  or  office  record  file.  Each  office 
may  have  a stamp  made  showing  the  vords  ’‘Void  for  extra 
copies  of  certificate  No,  ,” 

5 ■‘I'henever  it  is  necessary  to  make  more  than  the  original 
run  of  the  certificates  all  additional  copies  should  be 
signed  by  the  inspector  who  made  the  inspection  or  by 
the  Inspector-in-Charge  who  has  Power  of  Attorney  to 
sign  inspector's  name  to  the  certificates.  If  the  in- 
spector is  not  available  and  the  Inspector-in-Charge 
does  not  have  Power  of  Attorney  the  certificate  copy 
should  have  the  folio-wing  statement  (on  all  copies) 
manually  v/ritten  in  inlc  in  any  blank  space,  preferably 
betv^^reen  the  "Grade”  and  "Remarks"  statements  and  signed: 

"This  is  a true  copj^-  of  Certificate  No,  

S/  J,  D,  Jones 
In  specter— in-Charge" 

In  lieu  of  a manually  -written  s-ta-temsit  a stamp  (block 
let-ters)  may  be  used  so  that  only  the  certif  ica-te  number 
and  the  signature  need  be  manually  witten. 
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TYPniG  DISTRIBUTION  CF 
CERTIFICATES  OF  QUALITY  AND  CONDITION 


SECTION  1 


4 If  for  any  reason  the  field  office  finds  it  necessary  or 
desirable  to  use  a thin  plain  manifold  sheet  of  paper  (as 
for  an  office  commodity  file)  the  typist  must  malce  sure 
that  the  serial  number  appears  on  the  manifold  copy.  Such 
plain  sheet  copies  may  serve  as  a copy  for  the  District 
Supervisor,  or  field  office  supervisor  but  should  never 
be  fiirnished  to  the  applicant  or  to  the  W ashington 
office,  or  as  office  file  copy.  The  Trashing  ton  office 
must  always  receive  a perfectly  legible  blue  copy, 

J Errors.  Care  should  be  taken  to  keep  all  typing  errors  at 
minimum.  Slight  errors* in  spelling  should  be  corrected  as 
neatly  as  possible.  If  an  error  is  made  in  typing  figures 
of  percent,  count,  size,  date  of  certificate,  grade  state- 
ment, number  of  cases,  poundage,  car  number,  lot  number  or 
code,  the  certificate  should  be  stapled  together,  stamped 
or  otherwise  marked  ”V  0 ID*’  across  the  face  of  each  copy, 
and  the  original  and  all  tut  one  copy’'  forwarded  to  the 
Washington  office.  One  copy’'  i^ould  be  maintained  in  the 
office  files  and  recorded  in  the  ledger  record  of  certifi- 
cates handled  through  the  office.  (See  Section  — LEDGER 
RECORDS.) 


K Corrected  Certificate. 

1 A certificate  issued  to  correct  a certificate  previously 
issued  (not  to  be  confused  'with  VOID  certificate  which 
is  never  released)  should  show  in  the  upper  right 

hand  comer  in  caps,  the  words  “CORRECTED  CERTIFICATE." 
Under  “Remarks”  the  following  statement  ^ould  appear 
in  caps: 

“THIS  CERTIFICATE  SUPERSEDES  CERTIFICATE 
NO.  .« 

Insofar  as  possible,  all  copies  of  the  original  certi- 
ficate being  superseded  should  be  recalled,  and  marked 
“SUPERSEDED  BY  CExRTIFICATE  NO.  The  ori- 

ginal and  all  blue  copies  finally  recovered,  except 
one  to  be  retained  in  th.e  office  or  plant  files,  should 
then  be  for/rarded  to  uhe  Washington  office,  (See 
Distribution.  ) 

2 Errors  detected  in  certificates  after  they  have  been 
released  may  be  corrected  in  one  of  two  -ways: 
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TIPING  AND  DISTI^iaUTION  OF 
CERTIFICATES  OF  QUALITI  AND  COl'IDITION 


SECTION  1 


a In  case  of  serious  error  issue  a corrected  certi- 
ficate without  delay*  (e^go  figures  of  percent, 
count,  size,  date  of  certificate,  grade  statement, 
number  of  cases,  poundage,  car  number,  lot  number 
or  code,  etc*,  are  serious  errors*) 

b In  case  of  minor  errors  T/rite  a letter  to  the 
applicant  calling  his  attention  to  the  error  and 
instruct  him  to  attach  your  letter  to  his  copy  or 
copies  of  the  certificate  in  7ihich  the  error 
appears*  Never  direct  the  applicant  to  enter  the 
correction  on  the  certificate*  A copy  of  your 
letter  should  be  sent  to  all  recipients  of  the 
certificate  that  was  issued  in  error « 

L Distribution  of  Certificates  (including  “corrected  certificates”)* 

1 Furnish  the  applicant  with  the  original  and  required  copies 
as'followss 

a Applicants  other  than  Government  agencies; 

(1)  Original  (-vihite)  of  the  certificate  and  not 
to  expeed  four  blue  copies  mth  original 
(white)  copy  of  the  fee  statemoit  (FV-376) 
attached  should  be  transmitted  to  the  cppli.. 
cant*  The  original  and  two  copies  of  the 
certificate  are  usually  sufficient  for  the 
applicant* 

(2)  Additional  blue  copies  may  be  supplied  the 
applicant  for  an  additional  fee*  (See 
Section  52,21  and  Section  52,50  in  the 
Regulations)* 

(3)  Corrected  certificates  should  be  attached 
to  a covering  letter  calling  attention  to 
the  fact  that  the  first  certificate  has 
been  superseded  and  should  be  returned, 

b Government  agencies* 

Distribution  to  be  as  follows; 

(1)  Original  (white)  and  as  many  copies  as 

requested  in  accordance  v:ith  instructions 
furnished  with  the  request  for  inspection* 
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TTPBIG  AND  DISTRIBUTION  CF 
CERTIFIGATT'S  OF  QUALITY  AND  CCS^IDITION 


SECTION  1 


(2)  If  distribution  is  not  specified  in  the 
inspection  request,  handle  in  accordance 
vath  latest  instinictions  from  Yfashington 
office, 

2 Distribute  remaining  copies  as  folloii'/s; 

a One  blue  copy  to  the  'ashington  office  except  -v^hen 
charges  are  assessed  to  the  Navy,  then  two  blue 
copies  (one  of  which  is  manually  signed)  should 
be  attached  to  the  completed  FV-440  that  is  for- 
warded to  the  IJashington  office, 

b One  blue  copy  or  plain  dieet  copy  to  the  District 
office,  (This  copy  must  be  legible,) 

c One  blue  copy  or  plain  sheet  copy  to  field  office 
supervising  infection  TJiien  certificate  is  issued 
at  plant  operating  under  continuous  inspection  or 
plant  inspection-pack  certification, 

d One  manually  signed  very  clear  blue  copy  of  the 
certificate  attached  to  the  work  dieet  and 
pertinent  papers  is  to  be  filed  in  numerical  order. 
Any  future  correspondence  regarding  the  inispection 
should  be  filed  with  the  pertinent  papers  to  make 
the  file  ccmiplete,  except  that  on  Government 
contracts  on  which  more  liian  one  certificate  is 
issued  and  such  certificates  are  spread  over  a pro- 
longed period,  one  manually  signed  very  clear  blue 
copy  should  be  in  the  numerical  file;  however, 
score  sheets,  work  sheets,  inspection  requests, 
and  other  pertinent  papers  msy  be  filed  in  a 
contract  file  with  a copy  of  each  inspection 
certificate  issued  (this  may  be  a thin  manifold 
copy)  in  order  to  facilitate  office  record 
keeping  and  maintain  continuity  of  work  being 
performed  on  such  contract, 

• 

e Gne  blue  copy  or  thin  plain  sheet  copy  of  all 
certificates  issued  is  to  be  filed  by  commodity 
(not  by  date  or  number)  for  ready  reference 
in  checking  products  previously  inspected,  V'hen 
a large  number  of  certificates  are  issued  on  one 
commodity,  they  may  be  filed  by  applicant  or 
packer  as  well  as  by  commodity. 
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TYPING  AND  DIPTRIBUTIOM  OF 
CKRTIFICATKS  CF  QUALITY  AND  CONDITION 


SECTION  1 


f One  blue  copy  or  thin  plain  sheet  copy  of  certificates 
covering  inspections  for  Government  agencies  should 
be  attached  to  the  office  file  copy  of  Form  FV-440 
or  Form  1019  (formerly  NYQHP0--442 ) , 

BfPOETAI^T  NOTE;  ALL  COPIES  MUST  BE  LEGIBLE, 
Information  regarding  an  inspection  or  copies  of 
certificates  may  be  supplied  only  to  an  "interested 
party."  “Interested  party"  means  any  person  I'lho 
has  a financial  interest  in  the  commodity  involved. 
When  in  doubt  on  this  point,  consult  your  Wadi  ing  ton 
office  for  advice. 

M Certificate  Accountability.  Supplies  of  certificate  forms  shall 
be  maintained  in  an  orderly  manner o Storage  facilities  should  be 
such  as  to  assure  reasonable  protection  and  safeguards  but  locked 
facilities  are  not  required,  A record  must  be  maintained  of  all 
certificates  received  by  the  office. 

1 The  record  covering  unused  certificates  in  the  office 
should  show; 

a Date  received. 

b Certificate  numbers  (show  inclusive  numbers), 

c Disposition  - show  “Office”  or  name  of  plant  if 
certificates  transferred  to  a plant. 

d Date  used  - show  date  transferred  to  a plant  or 
date  pad  or  series  removed  from  stock  aid  given  to 
clerk, 

Z A record  must  be  maintained  of  all  certificates  issued  by 
1he  office  (See  Section  7 - “LEDGER  RECORDS” ). 

3 When  certificates  are  sent  or  given  to  an  inspector  assigned 
to  a plant  a -v-jritten  statement  acknowledging  receipt  must 
be  obtained  from  the  inspector.  This  statement  may  be  in 
letter  fom,  from  the  Qfficer-in-Chaxge  to  the  inspector 
with  space  for  the  signature  of  the  inspector  and  the  date 
(date  received),  such  as  the  following: 

“On  the  attached  carbon  please  acknowledge  receipt 

for  100  certificates  Form  FV-209  numbered 

through 

The  inspector  then  must  maintain  a record  of  all  certificates 
issued.  (See  Section  7 - “LEDGER  RECCEDS”), 
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PH^PARATIOM  OF  BILLINGS  FOR  H'lSPFCTION  SERTOiCE  SECTION  Z 

AGAINST  APPLICANTS  OTHER  THAN  GOVERNMENT  Part  1 

AGENCIES:  DISTRIBUTION  OF  BILLEIGS  AND  CHECKS 
RECEIVED 


A Form  FV--576  Fee  Bill^  Farm  Products  Inspection  Service  (Processed 
Foods ) » Form  FV-376,  consisting  of  an  original  (TThite)  Tdth  blue 
and  pink  copies^  is  used  in  billing  for  non-contractual  services* 
Pending  revision,  the  present  form  may  be  used  by  Xling  out  the 
T^ords  “Production  and  Harketing  Administration”  in  the  heading 
and  typing  or  stamping  in  ” Agricultural  Marketing  Service,” 

- The  v^ords  "Treasurer  of  the  United  States"  at  the  bottom  of  the 
form  should  also  be  marked  out  and  the  vords  "Agricultural 
Marketing  Service,  USDA"  substituted.  Checks  made  payable  to 
"Treasurer  of  the  United  States"  may  be  accepted,  however, 

B Preparation , In  preparing  FV-376,  the  serial  nmber  should  be 
typed  in  the  upper  right  hand  corner.  Each  set  of  fee  bills 
should  be  serially  numbered,  using  prefix  approved  by  District 
office  (DC~120  meaning  ISOth  fee  statement  issued  by  the 
Washington,  D,  C,,  office).  The  number  series  should  start 
with  (1)  the  beginning  of  each  fiscal  year  (July  1), 

1 Market  heading.  Under  this  heading  show  city  and  State 
address  of  field  cffice  supervising  tlie  inspection, 

Z Date  heading.  Under  tiiis  heading  show  date  the  fee 
statement  is  typed  and  mailed, 

3 Applicant  heading.  Under  this  heading  show  name  of  person 
or  company  requesting  i±Le  inspection  and/or  the  name  of 
applicant  assuming  liability  for  inspection  charges, 

4 Certificate  No,  headino.  Under  this  heading  shovr  the 
certificate  numbers  covered  by  the  statement.  If  more 
than  one  certificcte  is  issued  to  th-e  same  applicant,  they 
may  be  included  on  a single  fee  bill.  Do  not  make  an 
entry  if  a certificate  is  not  issued* 

5 Product  heading.  Under  this  heading  show  commodity 
(Frozen  Straii^erries,  Canned  Cream  Style  Corn,  etc.) 
followed  by  number  of  pounds  or  cases  covered  by  the 
certificate.  Analyses  (if  any),  expenses  (if  any), 
and  any  additional  cliarge  and  expense  (if  any)  to 

be  assessed  for  services,  such  as  score  sheets  and 
supervision  of  loading,  should  be  itemized  under 
commodity. 
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SECTION  2 

Part  1 


PREPAxi/iTION  OF  BILLINGS  FOR  U-S  PA  CTION  SERVICE 
against  applicants,  other  GOVF:Rtri-JEITT 
AGEI'TCIFS;  DISTRIBUTION  OF  BILLimS  AND  CHECKS 
RECEIPTED 


5 Product  headingc«  (Continued)  If  a certificate  is  not 
issued  or  a bill  covering  the  certificate  was  previously 
issued,  enter  the  type  of  service  for  which  bill  is  being 
issued  folloTATed  by  ”E:qDense”  (if  any).  For  example, 

” Score  sheets,”  ’‘Supervision  of  Loading,”  etc. 

6 Fee  heading.  Under  this  heading  show  the  amount  for  each 
entry  listed  under  PRODUCT. 

NOTE.:  If  more  than  one  page  is  required  to  complete  the 

billing,  a second  set  should  be  used,  cutting  off  the 
loV^er  portion  of  the  first  set  on  the  black  line,  directly 
above  tie  paragraph  stating  “This  fee  is  payable  at  once, 
etc,”  Show  the  word  “continued”  after  the  last  listings 
are  completed.  After  all  listings  have  been  made  dra;iv  a 
line  and  show  TOTAL  amount. 

7 Check  Billing  for  Accuracy.  Check  all  bills  carefully 
against  fee  listings  on  tlie  certificate  before  releasing. 
All  errors  discovered  later  '.  ill  have  to  be  corrected,  aad 
careful  checking  at  the  tine  of  preparation  will  avoid 
confusion  and  extra  \rork  at  a future  date. 

8 Market  Address  heading.  Under  this  heading  show  street 
address,  city  and  State  of  field  office  supervising  the 
inspection  involved  to  which  payment  for  inspection 
should  be  sent  by  the  applicant, 

9 Specimen  fee  bills  are  shov/n  on  pages  3 and  4, 

C Distribution  of  Billing,  Original  (vhite)  and  extra  copies 
Yfhen  requested  should  be  sent  to  the  applicant  attached  to 
the  inspection  certificate  or  the  inspection  report. 

The  pink  copy  should  be  retained  in  the  current  UNPAID 
BILL  file  (alphabetically  by  applicant)  until  ps^ment  is 
received.  It  is  preferred  tha.t  the  file  be  one  that  can 
be  locked. 
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SECTION  2 
Part  1 


PREPARATION  OF  BILLINGS  FCE  INSPECTION  SERVICE 
AGAINST  APPLICANTS  OTHER  THAN  GOVERNMENT 
AGENCIES;  DISTRIBUTION  OF  BILLINGS  AND  CHECKS 
RECEIVED 


SAMPLE 


PV>rmFV-376  DC-120 

(7-10-47) 

Formerly  FDA-277 

UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

Agric-ultural  Marketing  Service 

FARM  PRODUCTS  INSPECTION  SERVICE 


(Processed  Foods) 


Washington^  D.  C* 

(MMke't) 


Jan.  3,  1956 

(Date) 


A..D„C„Compan5r 

(Applicant) 

Washington,  D.  C. 

(Address) 


For  inspection  as  follows: 


CEETIFICATE 

No. 

PRODUCT 

FEE 

(XX)000 

Frozen  Strawberry 

(50,000  Pounds) 

#29 

00 

Mold  G Clints 

it 

50 

Expenses 

1 

Uo 

(X)0001 

Canned  Tooiato  Paste 
( 1,000  Gases) 

22 

SO(BB) 

Analyses 

9 

00 

K^’cpenses 

k 

00 

Score 

2 

|?2 

This  fee  is  payable  at  once  by  money  order,  check,  or  draft.  Pay- 
ment should  not  be  made  in  cash. 

All  remittances  shouSS^e^aSl^a^fe^ 

|$IKiSS3SQS3$9E^and  mailed  to  the  address  below: 

Processed  Products  Inspection  Service,  Fruit  A Vege- 

tabljiL.PAyl5lQn,..At'4S^.-lISnA,.--Washington.-2^  

vM-JiAet  sdar'zsa) 

RETURN  THIS  BILL  WITH  REMITTANCE 
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PREPARATION  OF  BILLINGS  FOR  INSPECTION  SERVICE  SECTION  2 

AGAINST  APPLICANTS  OTHER  THAlv^  GOVERl^^IENT  Part  1 

AGElvICIESj  DISTRIBUTION  OF  BILLHIGS  AND  CHECKS 
RECEIVED 


SAMPLE 


Form  FV-376 
(7-10-47) 

Formerly  FDA-277 


DC-121 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

Agricultural  Marketing  Service 

FARM  PRODUCTS  INSPECTION  SERVICE 

(Processed  Foods) 


Washington  

(Market)  (Date) 

X I Z Compfi^ 

(Applicant) 


(Address) 


For  inspection  as  follows: 


CEETIFICATE 

No. 

PRODUCT 

FEE 

000002 

Canned  Peaches 

(5, (XX)  Cases) 

$53 

00 

Expenses 

1 

90 

Supervision  of  Loading 

US 

OO(HB) 

Expenses 

3 

95. 

HoJ 

85 

This  fee  is  payable  at  once  by  money  order,  check,  or  draft.  Pay- 
ment should  not  be  made  in  cash. 

All  remittances  sho^SS^e^^e^pa^fe^ 
gaywAXtonasyfrand  mailed  to  the  address  below: 

Processed  Products  Inspection  Service,  Fruit  & Vege- 
ta.^l.e.Divi§.ioja,..AM^,...lISM,.-Jrfa5hington.-2.^^  

Market  adiess)  -o  • 

RETURN  THIS  BILL  WITH  REMITTANCE 
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SECTION  e 
Part  1 


PREPAPJITION  OF  BI3LLBNGS  FOR  INSPECTION  SERVICE 
AGAINST  APPLICiTIIS.  OTHER  THAN  GOVI.RNiAKT 
AGENCIES;  DISTRIBUTION  OF  BILLB^GS  AND  CHECKS 
RECEIVED 


D Payment  >^ceived»  Checks  may  cover  one  or  more  fee  bills.  The 
folloTTing  points  are  to  be  observed  in  handling  any  form  of 
remttance  t 

1 Verification  of  amount o Ihe  amount  of  the  check  must  agree 
vdth  the  total  amount  of  the  fee  bills  covered.  To  verify 
correctness  of  remittance  compare  the  check  with  the  fee 
bills  covered  and  also  with  open  listings  in  iiie  ledger 
for  certificates  covered  by  the  ^plicable  fee  bills. 

Z Ne gotiability . Examine  remittance  as  to  negotiability. 

Points  to  be  noted  in  this  respect  are  listed  in  AMS 
Instruction  442-1, 

3 Recording,  ^'hen  pa3rment  has  been  received  and  the  remittance 
is  in  order,  stamp  the  pink  copy  of  the  fee  bill  with  the 
date  payment  is  received  and  the  number  and  the  amount  of  the 
check  or  money  order.  Also  make  ^propria te  notations  of 
date  received  in  the  office  ledger,  IT  circumstances  pre- 
vent either  of  the  above  entries  being  made  immediately 

upon  receipt  of  the  check,  the  date  should  be  marked  on 
the  envelope  as  a temporary  control  measure, 

4 Filing  pink  copy.  After  the  pink  copy  of  tlie  fee  bill  has 
been  properly  annotated  Ydth  nimiber  and  amount  of  check 
and  date  payment  received,  it  is  retained  idth  the  check 
pending  deposit.  It  is  then  marked  rlth  the  CD  serial 
niimber  and  date  aid  filed  either  — 

a in  the  office  "Paid  Bill"  file,  or 

b attached  to  the  office  copy  of  the  Certificate  of 
Deposit  and  placed  in  the  office  CD  file. 
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PHEPAiUTION  OF  BILLING  FOR  BISPECTION  SERVICE  SECTION  Z 

AGAINST  APPLICANTS  OTHER  THiU-T  GOVERNMENT  AGENCIES?  Part  Z 

DISTRIBUTION  OF  BILLING  AND  CHECKS  RECEIVED 


A Form  FV~250,  Commercial  pispection  3ill»  Form  FV-230,  Ccanmercial 
Lispection  Bill,  is  used  in  billing  for  continuous  inspection 
service,  plant  inspection-pack  certification  service  and  for 
other  contractual  services. 

B Billing  for  Continuous  Inspection. 

1 Preparation.  BillJjigs  are  to  be  made  in  accordance  T;ith 
the  contract.  Original  and  four  copies  are  to  be  prepared 
as  of  the  last  day  of  the  calendar  month  for  services 
rendered  during  liiat  month  or  as  specified  in  the  contract. 

Z Date.  The  bill  shall  be  dated  as  of  the  day  on  which  bill 
is  prepared  and  mailed. 

3 Applicant's  Name.  Insert  applicant’s  name  and  location  on 
line  below  ’'Commercial  Jhspection  Bill." 

4 Diary  Portion  or  Itemization  of  Bill.  Lisert  "CONTBIUOUS 
INSPECTION  SERVICE."  This  portion  of  the  billing  shall 
cover  the  following  applicable  charges; 

a Salary.  Show  inclusive  dates  covered  by  the 
assignment  (regardless  of  duty  status),  name  of 
inspector,  number  of  days  @ per  day  rate  and 
amount  assessed, 

Humber  of  days  is  calculated  on  the  basis  of  five 
days  per  week  including  holidays.  Therefore,  the 
number  of  days  shall  be  the  actual  number  of  working 
daj^-s,  including  holidays,  that  are  chargeable  against 
the  plant.  Include  imder  number  of  days  the  period 
of  time  enroute  from  last  post  of  duty. 

List  each  ini^ector  separately  if  more  than  one  is 
assigned  to  the  plant. 

Do  not  include  under  number  of  days  any  tine  spent 
on  other  assignments  and  annual  leave  taken  during 
the  billing  period. 

Do  not  include  imder  mmiber  of  days  compensatory 
leave  taken  during  the  billing  period  if  it  has 
previously  been  billed  against  the  plant. 
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PREPARATION  OF  BILLING  FOR  INSPECTION  SERVICE 
AGAmST  APPLICANTS  OTHER  THAN  GOVERNIvIENT  AGENCIES; 
DISTRIBUTION  OF  BILLING  AITO  CHECICS  RECEIVED 


SECTION  2 
Part  2 


If  an  inspector  is  absent  on  sick  leave,  the  plant 
is  subject  to  billing  for  his  regiilar  salary  for  a 
period  of  sick  leave  not  to  exceed  an  amount  equal 
to  that  TThich  he  has  accrued  iwhile  on  duty  at  the 
plant  o 

b Accrued  Annual  Leave,  Show  name  of  inspector,  number 
of  days  of  annual  leave  accrued  during  the  billing 
period,  per  day  salary  and  amount  assessed. 

The  number  of  days  of  annual  leave  accrued  is  obtained 
by  multiplying  the  number  of  days  covered  by  the  as>- 
signment  (including  any  annual,  sick  or  compensatory 
leave  taken)  less  any  time  spent  on  other  assignments 
by  the  daily  accrual  rate  as  shorn  below:  1/ 

Yearly  Annual  Leave  Accrued  Daily  Accrual  Rate 


The  amount  assessed  is  obtained  by  multiplying  the 
mmiber  of  days  annual  leave  accrued  by  the  employee's 
daily  salary  rate  and  may  be  obtained  from  the  ’’Table 
of  Salary  and  Annual  Leave  Accrual  Charges,” 

c Overtime  or  Compensatory,  Show  name  of  inspector, 
number  of  hours,  hourly  overtime  rate,  and  amount 
assessed.  List  each  inspector  separately  if  time  is 
to  be  billed  for  more  than  one  inspector, 

Y'lien  the  hours  for  all  inspectors  are  billed  at  the 
overtime  rate,  the  heading  should  be  ’’Overtime,” 

Y^hen  the  hours  for  all  inspectors  are  billed  at  the 
regular  hourly  rate,  the  heading  shoiild  be  ’’Compensa- 
tory Tims  •”  When  the  hours  for  one  or  more  inspectors 
are  billed  at  the  overtime  rate  and  the  hours  for  one 
or  more  inspectors  are  billed  at  the  regular  rate, 
the  heading  should  be  ” Over  time  or  Con^ensatory  Time,” 

1/  A table  of  the  number  of  days  of  annual  leave  accrued  for 
1 through  23  days  on  assignment  is  attached  as  Page  9 of 
this  section. 


26  days 
20  days 
13  days 


Oel  day 
0,077  day 
0,05  day 
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PREPilRATION  OF  BILLBIG  FOR  B'lSPECTION  SERVICE  • SECTION  Z 

AGABTST  APPLICi^ITS  O'lHER  THAN  GOVERNI/ENT  AGENCIESj  Part  Z 

DISTRIBUTION  OF  BILLB'IG  AND  CHECKS  RECEIVED 


The  nimiber  of  hovirs  mil  be  all  hours  worked  by  each 
inspector  in  excess  of  the  number  of  hours  he  diould 
have  worked  (based  on  an  average  of  8 hours  per  day) 
during  the  billing  period*  For  example,  if  the  billing 
is  on  a monthly  basis  and  an  inspector  actually  worked 
190  hours  at  the  plant  during  a month  consisting  of 
21  working  days,  then  he  should  have  worked  168  hours 
and  the  plant  Yd  11  be  billed  for  22  hours  overtime 
or  compensatory  time*  If  a holiday  fell  vdthin  the 
month,  then  he  should  have  worked  160  hours  and  the 
plant  Tdll  be  billed  for  30  hours  overtime  or  coii^jen- 
satory  tame* 

For  billing  purposes  the  hourly  overtime  rate  is 
currently  $2*80  per  hour,  except, 

(1)  When  true  overtime  hourly  rate  is  less  than 
$2*80,  use  true  overtime  rate* 

(2)  When  regular  hourly  rate  is  more  than  $2*80, 
use  regular  hoin'ly  rate. 

(3)  ¥Rien  overtime  pay  in  lieu  of  compensatory 
time  is  authorized  by  Washington,  use  true 
overtime  rate* 

When  plant  operations  permit,  arrangements  may  be 
made  with  the  applicant  to  not  bill  overtime  or 
compensatory  time  for  inspectors  assigned  to  a plant 
on  a year-round  basis*  In  these  instances,  contact 
the  District  Supervisor  for  the  procedure  to  follorr 
in  billing, 

d Holiday*  Shorr  date(s)  of  holiday,  name  of  inspector, 
nimiber  of  hours  worked  (never  to  exceed  8),  regular 
hourly  rate,  and  ‘amount  assessed*  This  malces  double 
time  for  any  hours,  up  to  and  including  8,  worked  on 
a holiday,  since  the  holiday  is  also  included  under 
SALARY  above. 

However,  if  the  holiday  does  not  fall  ^jithin  the 
first  40  hours  Yforked,  the  plant  is  not  to  be 
assessed  under  "Holiday*”  In  such  instances  the 
time  worked  on  a holiday  is  billed  as  over— time  or 
compensatory  time* 
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PHEPARATION  OF  BILLBIG  FOR  INSPECTION  SERVICE  SECTION  2 

AGAINST  APPLICANTS  OTHER  THAN  GOVERNlvENT  AGENCIES 3 Part  Z 

DISTRIBUTION  OF  BILLBJG  AND  CHECKS  RECEIVFD 


Any  time  in  excess  of  8 hours  on  a holiday  is  subject 
to  billing  as  compensatory  time  or  overtime  if  the 
inspector’s  work  week  exceeds  40  hours, 

e Night  Differential,  Show  name  of  inspector,  number 
of  hours  worked,  10^  of  regular  hourly  rate  (to  the 
nearest  whole  cent)  and  amoimt  assessed* 

Night  differential  is  billed  at  10^  of  the  regular 
hourly  rate  in  addition  to  the  regular  salary  charge 
made  for  such  service*  Night  differential  is  based 
on  the  regular  hourly  rate  even  when  a portion  of 
the  hours  involved  are  overtime  hours* 

f Social  Security  Costs*  Social  Security  costs  to  us 
must  be  added  as  part  of  inspector’s  salary  and  is 
applicable  to  ’’Salary,  Accrued  Leave,  Overtime, 

Holiday,  and  Night  Differential,” 

Show  of  above  for  (name  of  inspector  or  inspectors)*” 

g Insurance  Costs*  Insiirance  costs  to  us  must  be  added 
if  such  costs  are  included  in  the  Continuous  Ihspectipn 
Contract,  Show  the  name  of  the  inspector  or  inspectors 
and  the  insurance  costs  to  the  Branch  as  obtained  from 
the  table  of  Federal  Employees  Life  Insurance  Costs 
attached  to  Section  10  of  this  maiual, 

h Administrative  Overhead,  This  is  computed  on  the 

total  amount  of  charges  consisting  of  Salary,  Accrued 
Annual  Leave,  Overtire  or  Compensatory  Time,  Holiday, 
Night  Differential,  Social  Security  Costs,  and 
surance  Costs  (if  covered  by  contract)  at  the 
following  percentages,  unleSvS  oiherwise  specified 
by  a contract: 

ZO%  for  inspectors  assigned  to  a plant  on  a 
year-round  basis, 

35^  for  inspectors  assigned  to  a plant  on  a 
seasonal  basis* 

i Reporting  Expenses,  Show  name  of  inspector  and 
amount  assessed,  (This  amount  is  not  subject  to 
Administrative  Overhead,) 
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PREPimATION  OF  BILLING  FOR  INSPECTION  SERVICE 
AGAINST  APPLICAI'JTS  O'lHER  mM  GOWRI'HIEIMT  AGFJNCIESj 
DISTRIBUTION  OF  BILLING  AND  CHECKS  RECEIVED 


SECTION  Z 
Part  Z 


(1)  Transportation  Expense  frcan  point  of  last 

assignment  to  continuous  inspection  point  of 
duty  is  assessed  to  the  plants  on  the  first 
billing  AFTER  ARRIVAL  OF  EACH  INSPECTOR. 

(^)  Per  Diem.  For  each  inspector  assess  per  diem 
for  travel  enroute  to  inspection  point  and  for 
the  n-umber  of  days  administratively  alloi;?ed 
following  arrival  at  assignment,  unless  other- 
T/ise  provided  for  by  agreement  with  the  ^plicant. 

Travel  e^cpenses  and  per  diem  are  not  chargeable 
to  the  continuous  inspection  plant  Then  an 
inspector  is  replaced  at  the  option  of  the 
Department.  ^Tien  changes  of  inspectors  are 
made  at  the  option  of  the  plant  management,  or 
■when  it  becomes  necessary  to  replace  the  in- 
spector because  of  sickness  or  annual  leave 
or  other  circumstances,  the  plant  is  to  be 
billed  for  travel  expense  and  per  diem  for  the 
replacement.  TJhen  prolonged  sickness  or  unusual 
circumstances  necessitate  more  than  one  replace- 
ment mthin  a packing  season,  contact  the 
Washington  office  for  advice  on  billing. 

3 Other  Expenses.  Shoa^  name  of  inspector  (if  one 
concerned),  reason  for  charge  (travel,  microscope 
rental,  etc.)  and  amount  assessed. 

k Total  Due  For  Month  of . Show  total  of  above 

amounts  assessed.  If  any  credits  or  other  adjustments 
are  necessary  in  the  bill,  identify  the  total  assessed 
as  "Sub  Total.” 

1 Credits  (if  any). 

(1)  When  arrangements  have  been  made  with  a Government 
procurement  agency  ( such  as  the  Arn^*)  to  credit 
the  plant  for  inspection  charges,  or  a portion 

of  such  diarges  incurred  in  handling  the  assign- 
ment, show  the  contract  or  other  reference  number, 
the  amoiint  of  credit  and  the  total  credits. 

(2)  If  any  other  credits  need  to  be  made,  briefly 
identify  the  nature  of  the  credit  and  show  the 
anount  of  credit,  including  this  in  the  total 
credits. 
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PREPARATION  OF  BILLrNG  FOR  INSPECTION  SERVICE  SECTION  2 

AG/iIi<lST  APPLICANTS  OTHER  THAN  GOVERIHIEOT  AGENCIES;  Part  2 

DISTRIBUTION  OF  BILLING  A®  CIEICNS  RECEIVED 


m Due  for  Honth  of . Show  amount  after  deducting 

any  credits  from  the  total  and  adding  any  past  due  bills 
to  the  total, 

n Previous  Bills  (if  any).  Show  totals  of  any  previous 
billings  which  have  not  been  paid,  in  accordance  with 
the  notation  on  the  Example, 

0 Check  Should  be  I-lade  Payable  to  the  Agricultural 

fe-rketing  Service  and  Hailed  Tol  Show  name  of  Off icer- 
in-Charge,  room  number  (if  any),  street  and  number,  city, 
zone  (if  any),  and  State  address.  However,  checks  made 
out  to  the  "Treasurer  of  the  United  States"may  be 
accepted, 

C Billing  for  Plant  Inspection-Pack  Certification  Service. 

Preparation.  Billings  shall  be  prepared  in  the  original  and  four 
copies.  Billings  are  to  be  made  at  intervals  in  accordance  vjith 
the  contract  or  letter-agreement  with  the  applicant. 

Date.  The  bill  should  be  dated  as  of  the  day  on  which  bill  is 
prepared  and  mailed. 

Insert  applicant’s  name  and  location  on  line  below  "Commercial 
Inspection  Bill," 

1 VIhen  Charges  Are  on  a Per  rout  Basis,  Bill  as  Follows: 

a Diary  -Portion.  Insert  "PLANT  HTSPECTION-PACX  CERTIFICA- 
TION SERVICE."  This  portion  of  the  billing  shall  cover 
the  following  applicable  charges: 

(l)  Salary,  Shoi'i  inclusive  dates  covered  by  the 
assignment,  name  of  inspector,  total  number  of 
hours  to  be  charged  l/,  per  hour  rate  specified 
in  the  letter-agreement,  and  amount  assessed. 

The  number  of  hours  is  never  less  than  an 
average  of  8 hours  per  day  for  the  total  number 
’ of  working  days  included  in  the  billing  period 

(exclusive  of  holidays  if  work  is  not  performed 
on  the  holiday,  time  spent  on  other  assignments, 
and  annual  or  sick  leave  taken).  The  minimum 
number  of  hours  per  T^eek  specified  in  the  letter- 
agreement  (generally  [j.0  hours)  means  a minimum 
average  for  the  duration  of  the  assignment.  The 
billings  may  be  adjusted  during  the  season  in 
order  to  credit  the  applicant  for  any  hours 

ly  Unless  otherwise  specified  in  the  contract  only  the  actual 
hours  worked  on  a holiday  are  chargeable  hours. 
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PREPAMTION  OF  BILLI.'G  FOL  r-^SPFCTIOIJ  SERVICE  SECTION  2 

AGAINST  APPLICANTS  OTHER  THAU  GOVE.iI^IT  AGENCIES;  Part  2 

DISTRIBUTION  OF  BILLBIG  aND  CHECKS  RECEB'ED 


billed  in  excess  of  actual  hours  uorked, 
provided  that  tne  number  ox  hours  billed  for 
the  assignment  does  not  average  less  than  the 
minimum  specified  by  the  agreement* 

Exaiiiple ; The  contract  specifies  a minimum 
guarantee  of  UO  hours  per  week  and 
the  billings  are  rendered  every  two 
weeks : 


Billing 

Period 

Actual 

Hours  Worked 

No*  of  Hours 
Billed 

1 

55 

80 

2 

96 

80 

3 

98 

89 

Total 

2h9 

21*9 

During  the  first  period  the  plant  was  billed  for 
25  hours  in  excess  of  actual  hours  v>orked*  A 
credit  of  I6  hours  is  all aied  on  the  bill  for 
the  second  period  and  9 hours  for  the  third  period* 

liinimura  guaranteed  hours  for  the  thi-ee 


billing,  periods  - - 2I1.O  hours 

Actual  hours  billed  -----------  2h9  hours 


(2)  Accrued  Leave*  Do  not  make  an  entry* 

(3)  Overtime  * Do  not  ruake  an  entry* 

(U)  Holiday*  Do  not  inalce  an  entiy* 

(5)  Night  Differential*  Do  not  make  an  entry. 

(6)  Social  Security  Costs*  Do  not  make  an  entry* 

(7)  Administrative  Overhead*  Do  not  make  an  entry* 

(8)  Reporting  Expenses*  Sama  as  Continuous 
Inspection  Service  billing* 

(9)  Other  Expenses*  Sai  e as  Continuous  Inspection 
Service  billings 

(10)  Total  Due  for  Month  of  — * Show  total  of 

amounts  assessed* 

(11)  Credits  (if  any)*  Same  as  Continuous 
Inspection  Service  billing* 
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PHEPAEATION  OF  BILLING  FOR  INSPECTION  SEIiVICE  SECTION  2 

AGAINST  APPLICANTS  OTHEIt  THAN  GOVERNMENT  AGENCIES;  Part  2 

DISTRIBUTION  OF  BILLING  AND  CHECKS  RECEIVED 


(12)  Due  for  Month  of . Shoi'J  amount  after 

deducting  any  credits  from  the  total* 

(l3  ) Previous  Bills  (if  any)*  Same  as  Continuous 
Inspection  Service  billing* 

(lU)  Check  Should  be  Hade  Payable  to  the  Agricultural 
Marketing  Service  and  riailed  To*  Same  as  Con- 
...  ..  tinuous  Inspection  billing*  However,  checks  to  the 

"Treasurer  of  the  United  States"  my  be  accepted* 

2 When  Charges  Are  on  the  Basis  of  Salai-y  Plus  the  Applicable 
Administrative  Overhead  Charge",  Bill  as  Follgjil 

a Diary  Portion.  Insert  "PLANT  INSPECTION-PACK 

CElcTIFICATION  SET^VICE."  Tliis  portion  of  the  billing 
shall  cover  the  following  applicable  chaiges: 

(1)  Salary.  Same  as  in  Continuous  Inspection 
billing* 

(2)  Accrued  Annual  Leave.  Same  as  Continuous 
Inspection  billing . 

(3)  Overtime  or  Compensatory  Time*  Same  as 
Continuers  Inspection  billini,  for  seasonal 
inspector(s) . 

(U)  Holiday*  Same  as  Continuous  Inspection  billing* 

(5)  Nj/5;ht  Differential*  Same  as  Continuous 
Inspection  billing* 

(6)  Social  Security  Costs*  Same  as  Continuous 
Inspection  bilVin^ * 

(7)  Administrative  Overhead*  25  percent  unless 
otherwise  provided  by  agreement  with  the  applicant* 

(8)  Ke porting  Expens e s * Same  as  Continuous 
Inspection  billing * 

(9)  Other  Expenses*  Same  as  Continuous  Inspection 
billing* 

(10)  Total  Due  for  Month  of  * Show  total  of 

above  ainounts  assessed* 

(11)  Credits*  Saiiie  as  Continuous  Inspection  billing* 

(12)  Due  for  Month  of * Show  amount  after 

deducting  credits  from  the  total. 

(13)  Previous  Bills  (if  any)*  Saiae  as  Continuous 
inspection  LilTing* 

( lU ) Check  Should  be  liade  Payable  to  the  iigricultural 
liarketinr:  Service  and  i ailed  To*  Same  as  Contin- 
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PiffiPAiiATION  OF  3ILLHM0  FOii  BISPFCTION  SWIGE 
AGAINST  APPLICMTS  OTHEn  THAjM  GOVIiPNI'ENT  AGENCIES; 
DISTT!I3UTI0N  OF  BILLING  AND  CHECI«  HECEimD 


SECTION  e 
Part  2 


3 When  Charges  for  One  Ihspector  Are  on  the  Basis  of  Salary  Plus 
the  Applicable  Administrative  Overhead  Charge  and  Charges  for 
Other  InspectorCs)  are  on  a Per  Hour  Basis^  Bill  as  FoIIcxv'Ts: 

a Diary  Portion,  Insert  “PLANT  INSPECTION-PACK  CEHTIFICA- 
TION  SERVICE.”  List  the  charges  for  the  inspector  on 
basis  of  salary  plus  applicable  overhead  charge  (as 
shovjn  above  in  paragraph  C2)^  then  list  the  charges  for 
inspector(s)  on  per  hour  basis,  as  shoiwn  above  in 
paragraph  Cl. 

D Distribution  of  Billing. 

1 Original  and  one  copy  to  plant  manageicent. 

One  copy  to  District  office. 

One  copy  retained  in  “Unpaid”  file. 

One  copy  submitted  to  the  Washington  office  vdth  Form  FV-370. 

E Payment  Received. 

Checks  may  cover  one  or  more  statements.  The  follov/ing  points  are 
to  be  observed  in  handling  any  form  of  remittance: 

1 Verification  of  Amount.  Ihe  amount  of  the  check  must  agree  with 
the  total  amount  of  the  invoices  covered.  To  verify  correctness 
of  remittance  compare  the  check  with  the  bills  covered  and  also 
with  applicable  open  listings  in  the  ledger. 

2 Negotiability.  Examine  remittance  as  to  negotiability.  Points 
to  be  noted  in  this  respect  are  listed  in  Af/S  Instruction  422—1. 

^ Recording.  yUien  payment  has  been  received  and  the  remittance  is 
in  order,  stamp  the  file  copy  of  the  statement  with  the  date  pay- 
ment is  received  and  the  nunher  and  the  amount  of  the  check  or 
money  order.  Also  make  appropriate  notations  of  date  received 
in  the  office  ledger.  If  circumstances  prevent  either  of  the 
above  entries  being  made  immediately  upon  receipts  of  the  check, 
the  date  should  be  marked  on  the  envelope  as  a temporary  control 
measure. 

4 Filing  File  Copy.  After  the  file  copy  of  the  statement  has  been 
properly  annotated  with  number  and  amount  of  check  and  date  payment 
received  it  is  retained  -pith  the  check  pending  deposit.  It  is  then 
marked  vath  the  CD  serial  number  and  date  and  filed  either  — 

a in  the  office  “Paid  Bill”  file,  or 

b attached  to  the  office  copy  of  the  Certificate  of 
Deposit  aid  placed  in  the  office  CD  file,  pagg  g 
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PHEPAI^ATION  OF  BILLING  FOR  INSPECTION  SERVICE 
AGABIST  APPLICA!'TS  OTHE.R  TIIAI'I  GOVER]^Tl/IENT  AGENCIES; 
DISTRIBUTION  OF  BILLEIG  AND  CHECKS  HEC^'.IVED 


SECTION  Z 
Part  Z 


NUllBER  ^ DAYS  ANNUAL  LF^\E  ACCRUED 
(For  use  in  billing  plants  and  preparation  of  Monthly  Report.) 


Days  on 
AssiaTiment 

Yearly  Annual 
Leave  Accrued 

Days  Annual 
Leave  Accrued 

Days  on 
Assi^Timent 

Yearly  Annual 
Leave  Accrued 

Days  Anra 
Leave  Acc] 

1 

13 

0.050 

12 

13 

0.600 

zo 

0.077 

20 

0.924 

Z6 

0.100 

26 

1.200 

Z 

13 

0.100 

13 

13 

0.650 

20 

0,154 

20 

1.001 

• 

Z6 

0.200 

26 

1,300 

3 

13 

0.150 

14 

13 

0,700 

20 

0.231 

20 

1.078 

26 

0.300 

26 

1.400 

4 

13 

0.200 

15 

13 

0,750 

20 

0,308 

20 

1.155 

ze 

0.400 

26 

• 1.500 

5 

13 

0.2S0 

IS 

13 

0.800 

20 

0.385 

20 

1.232 

2S 

0.500 

26 

1.600 

6 

13 

0.300 

17 

13 

0.850 

20 

0.462 

20 

1.309 

26 

0.600 

26 

. : 1.700 

7 

13 

0.350 

18 

13 

0.900 

20 

0.539 

20 

1.386 

26 

0,700 

26 

1.800 

8 

13 

0,400 

19 

13 

0.950 

20 

0,616 

20 

1.463 

26 

0.800 

26 

1.900 

9 

13 

0.450 

20 

13 

. ‘ 1.000 

20  • 

0.693 

20 

1.54- 

26 

0.900 

26 

2.000 

ao 

13 

0.500 

21 

13 

1.050 

20 

0.770 

20 

1.617 

26 

1.000 

26 

2.100 

11 

13 

0.550 

22 

13 

1.100 

20 

0.847 

20 

1.694 

26 

1.100 

26 

2.200 

23 

13 

1.150 
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SECTION  2 
Part  2 


Form  fv.230  UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

AGRICULTURAL  MARKETING  SERVICE 


(Date) 


COMMERCIAL  INSPECTION  BILL 


ABC  Canning  Company  & Frozen  Foods.  Sparta^  Illinois 


TO:  U.  S.  DEPARTMENT  OF  AGRICULTURE.  DR. 

CONTINUOUS 

INSPECTION  SERVICE 

SALARY: 

12A-31/55  Samuel  S*  Smoe 

21  days  ® 18«U8 

$388.08 

12/1-31/55  Robert  R.  Roe 

19  days  @ 20*96 

398.21* 

12A-31/55  John  J.  Doe 

21  days  <6  17.14: 

366.21* 

12A-6/55  David  D.  Bloe 

U days  ® 1U«08 

56.32 

12/2U-26/55  Michael  M.  Moe 

2-1/2  days  % lli*06 

35.20 

ACCRUED  ANNUAL  LEAVE: 

Samuel  S*  Smoe 

1.617  days  ® 18.1*8 

29.88 

Robert  R«  Roe 

1.617  ^ 20.96 

33.89 

John  J«  Doe 

1.617  deors  @ 17.14: 

28.20 

David  D«  Bloe 

•20  days  @ 1U«08 

2.82 

Michael  M.  Moe 

.15  days  ® IU.08 

2.11 

OVERTIME  OR  COMPENSATCKy  TBE: 

John  J«  Doe 

U6-1/2  hours  @2*80 

130.20 

David  D.  Bloe 

8 hours  @ 2«61i 

21.12 

Michael  M«  Moe 

1 hour  d 2«6U 

2.6U 

HOLIDAY: 

12/26/55  Michael  M.  Moe 

8 hours  ^ 1«?6 

U*.08 

NIGHT  DIFFERENTIAL: 

John  J*  Doe 

87-1/2  hours  ® 0.22 

19.25 

David  D,  Bloe 

26  hours  ^ 0«l8 

li.68 

SOCIAL  SECURITY  COSTS: 

2%  of  above  for  Moe 

1.08 

ADfENISTRATIVE  OVERHEAD: 

20^  of  above  for  Smoe^  Roe 

170.02 

35^  of  above  for  Doe^  Bloe^  Moe 

239.38 

SUBTOTAL 

CHBCI  SHOULD  BE  MADE  PAYABLE  TO  ** AOKICULTUSAL  UASKETINO  SEBVICE,  USDA**,  AND  MAILED  TO: 
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Form  fv-230 
(9.12.55) 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
AGRICULTURAL  MARKEJIHG  SERVICE 


(Date) 


COMMERCIAL  INSPECTION  BILL 


ABC  Canning  Company  & Frozen  Foods ^ Sparta^  Illinois 


TO:  U.  S.  DEPARTMENT  OF  AGRICULTURE. 

DR. 

CONTINUOUS  INSPECTION  SERVICE 

(Continued) 

BROUGHT  FORif/ARD: 

$1,9U3.1D 

REPORTING  EXPENSES: 
David  D*  Bloe 
Michael  M,  Moe 

161:. 5o 
133.00 

EXPENSES: 

Microscope  Rental  21  days  @ 1.00 

TOTAL 

21.00 

82,261.93 

CREDIT  FOR  Q.M.C.  INSPECTIONS: 

QM-56690 

QM.6193-5 

QK-6198-5 

QH-6199-5 

QM-57990 

QM-57991 

TOTAL 

$ 78.00 
70.00 
210.00 
232.00 
226.00 
82.00 
P9E7oo 

CREDIT 

8 898.00 

DUE  FOR  MONTH 

OF  DEC. 

81,363.93 

NOVEMBER  BILL  IN  THE  AMOUNT  OF  $1,380.00  UNPAID  AS  OF  DATE  OF  THIS  BILL. 

CHECK  SHOULD  BE  HADE  PAYABLE  TO  AGR ICULTURAL  MARKETING  SERVICE,  USDA'*,  AND  MAILED  TO: 

Mr«  Noel  N*  Noe,  Rociri  1020,  li*  S,  Customs  House,  610  South  Canal  Street, 
Chicago,  Illinois, 
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TBi£  SH^TS  (FV-55  and  FV-n230-l) 


SiiCTION  3 


A Bi-VJeelcly  Time  Sheet. 

1 Pur  i3ose.  Tills  form  is  used  in  maintaining  leave  and  salary- 
re  cords  and  in  preparation  of  Time  and  Attendance  Reports 
(SF-1130)  for  inspectors  uho  are  on  assignment  auay  from  the 

- supervising  office.  It  is  prepared  by  each  inspector  assigned 
to  a plant  and  must  be  submitted  promptly  at  the  close  of 
each  bi-weekly  pay  period. 

Pre-para tion  of  this  form  does  not  relieve  the  inspector  from 
the  necessity  of  submitting  a leave  slip  (Form  SF-71)  for 
all  annual  and  sick  leave  talj:en.  Form  AlB-322,  ’'Request  for 
Compensatory  Time,”  must  be  submitted  in  duplicate  with  the 
time  sheet  covering  all  compensatory  time  accrued  during  the 
pay  period,  whether  taken  or  not. 

2 Explanation, 

a Basic  VJork  Week,  The  first  40  hours  worked  \i±ll 
establish  the  basic  work  week. 

b Holiday,  l/hen  all  or  part  of  a holiday  falls  x^ithin 
the  first  40  hours  credit  x/ill  be  given  for  the 
number  of  hours  (not  -bo  e::ceed  S)  that  falls  xmlthin 
the  first  40  hours.  For  example^ if  35  hours  are 
worked  prior  to  the  holiday  a credit  of  5 hours  xdJLl 
be  given  and  included  under  the  First  40  Hour 
column  for  the  holiday  regardless  of  x/liether  or  not 
Xi^ork  was  performed  on  that  day.  If  40  hours  are 
xrorked  prior  to  the  holiday  then  no  credit  x/ill  be 
given  for  the  holiday. 

l/lien  XTork  is  performed  on  a holiday  the  niunber  of 
hom«5  xjorked  (not  to  exceed  8)  -chat  falls  xd.thin 
the  first  40  hours  x/ill  be  paid  to  the  employee 
(additional  pay  regular  rate) . Any  hoxn*s  uorked 
on  a holiday  in  excess  of  8 hours  or  after  the 
completion  of  the  first  40  hours  shall  be  considered 
as  part  of  the  first  40  hoxirs  or  compensatory  time. 

For  example y if  10  hours  are  x*/orked  on  a holiday 
falling  on  Monday  the  employee  will  be  paid  for  8 
. hours  (additional  pay  at  regular  rate)  and  10  hours 
x/ill  be  entered  under  the  First  40  Hour  colxjmn. 

Hox/eVer,  if  10  lioxirs  are  x/orked  on  a holiday  falling 
on  Friday  and  36  hours  are  x/orked  prior  -to  Friday 
then  the  employee  x/ill  be  paid  for  4 hours  (additional 
pay  at  regular  rate) , 4 ho-urs  x/ill  be  entered  under 
the  First  40  Ho-ur  colxamn  and  6 hours  entered  under 
the  Overtime  Hours  oolxmn. 
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SECTION  3 


0 Annual  and  Sick  Leave , Annual  and  sick  leave  may 
be  granted  in  periods  of  one  hour  or  multiples  of 
one  hour  providing  the  number  of  hours  actually 
^^^orked  plus  the  hoxirs  of  leave  does  not  exceed  S 
hours  on  the  day  leave  is  taken  or  the  number  of 
hours  actually  ^^^orked  plus  the  hours  leave  talcen 
does  not  exceed  40  hours  for  the  ueek^  For  example, 
if  an  employee  works  2 hours  on  Tuesday  and  then 
becomes  ill  he  may  be  charged  6 hours  sick  leave 
provided  he  does  not  actually  work  more  than  34 
hours  during  the  v;eek.  However,  if  he  works  36 
hours  during  the  \ieelz  only  4 hours  sick  leave  may 
be  charged, 

d Night  Differential  is  applicable  to  the  hours  between 
6:00  p.m,  and  6:00  a,m,,  regardless  of  whether 
Standard  Time  or  Daylight  Time  inhere  such  v:ork  is 
performed.  Night  differential  may  only  be  credited 
for  those  hours  x^orked  during  the  night  differential 
period  that  fall  within  the  first  40  hours  xjorked 
each  x/eek,  x/hile  assigned  on  a shift  of  x;hich  all  or 
part  of  the  time  falls  xd.thin  the  night  differential 
period.  For  e:iample,  if  the  inspector's  shift 
normally  lasts  xxntil  9:00  p.m,  or  10:00  p.m.,  then 
night  differential  may  be  credited  for  the  time 
actually  xxorked  after  6:00  p.m,  dxaring  the  first 
40  hoxnrs.  Contact  yoxu*  supervisor  if  there  is  any 
doubt  as  to  x-jhether  or  not  the  sliift  worked  is  one 
on  which  night  differential  is  authorized, 

3 Preparation.  Each  inspector  assigned  to  a plant  x/ill 
personally  prepare  the  Time  Sheet  in  pencil  or  ink.  , The 
report  xill  include  all  hoxirs  x:orked,  regardless  of  x^rhere 
vjorked,  and  any  leave  talcen  during  the  pay  period.  Entries 
in  the  Time,  Actxial  Hoxirs  Worked,  and  Night  Differential 
colxmms  must  be  made  daily  at  the  end  of  x>rork  for  the  day. 

Where  plants  operate  a night  sliift  that  runs  past  midnight, 
the  hours  x;orked  after  midnight  are  generally  considered 
as  part  of  the  preceding  day  and  are  so  treated  in  the 
company’s  records.  The  inspector’s  entries  should  conform 
to  the  company’s  practice  in  this  respect. 
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The  work  week  begins  at  12:01  aoin.  Sunday,  unless  Saturday 
night  work  extends  after  midnight,  in  rtiich  case  the  new 
TAD rk  week  begins  on  Sunday  immediately  after  the  Saturday 
post-midnight  tour  of  duty  endso 

a Under  Date  enter  the  month  and  day;  on  holidays 

follow  the  date  with  ”K.”  For  example  7/3  or  7/4H* 

b Under  the  Time  columns  show  the  time  that  duty  was 
performed.  Indicate  whether  AM  or  PM  by  shoT/?ing  A 
or  P following  the  time  (e,go,  8:30  A or  6:00  P), 

Make  sufficient  entries  to  shoT/  any  absences  from 
duty  for  meals  or  for  any  other  reason*  Noon  may  be 
shown  as  12:00  N and  Ivlidnight  as  12:00  M# 

c Make  entries  daily  in  the  Actual  Hours  Worked  column 
in  1/2  hour  multiples©  Do  not  report  l/4  hours.  Show 
only  the  number  of  hours  actually  worked)  do  not  in- 
clude any  annual,  or  sick,  or  compensatory  leave 
taken,  or  credit  for  holiday  on  which  no  work  is 
performed, 

d Make  entries  daily  in  the  Night  Differential  column. 

Show  the  total  number  of  hours  irorked  during  the 
night  differential  period  for  which  credit  is  to  be 
given  (see  paragraph  2(d)  above)© 

e Make  entries  in  the  Leave  Taken  column  Then  annual, 
sick  or  con5)ensatory  leave  is  taken.  When  the 
actual  hours  worked  are  equal  to  or  exceed  40  hours 
for  the  week,  no  leave  (annual,  sick  or  con^ensatory) 
may  be  charged  or  granted, 

(1)  When  annual  or  sick  leave  is  taken  enter  the 
number  of  hours  followed  by  the  letter  ”A“  for 
annual  and  for  sick  in  this  column  opposite 
the  date  on  T/hich  such  leave  is  taken.  If 

less  than  40  hours  are  v/orked  and  annual  or  sick 
leave  is  taken,  the  amount  of  3eave  charged  must', 
be  adjusted  so  that  the  total  of  actual  hours 
•vTorked  and  the  annual  or  sick  leave  does  not 
exceed  40  hours  for  the  week  (see  paragraph  ‘ 

2(c)  above).  Annual  and  sick  leave  may  be  . 
taken  only  in  multiples  of  1 hour, 

(2)  When  compensatory  leave  is  taken  enter  the 
number  of  hours  con^jensatory  leave  followed 
by  the  letter  ”C,“  This  entry  TAdll  appear 
only  opposite  one  day  either  Friday  or  Saturday 
(see  (f ) below).  Compensatory  leave  may  be  taken 
only  in  multiples  of  \/Z  hour. 
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^ 

L/Iake  entries  in  the  First  40  Hours  column  of  the  totals 
of  the  actual  hours  vorked  plus  any  hoin’s  credit  for  a 
holiday  \/  that  falls  mthin  the  basic  work  week  plus 
any  annual,  sick  or  compensatory  Zj  leave  taken  up  to 
a total  of  40  hoiurso 

Make  entries  in  the  .Oyer time  Hours column  of  the 

total  of  the  actual  hours  worked  in  excess  of  40  hours. 
Include  in  this  column  any  time  actually  worked  on  a 
holiday  that  was  Yjorked  after  the  completion  of  the 
first  40  hours. 

Total s.  Total  all  applicable  columns. 

Compensatory  Time  block  at  lower  left  of  sheet.  Entries 
required  are  self-explanatory©  Keep  this  record  up  to 
date© 

Signature,  The  time  sheet  shall  be  signed  by  the 
inspector. 

The  following  examples  will  illustrate  some  of  the 
foregoing  principle ss 

1 Jones  works  10  hours  on  Sunday 

0 hours  on  Monday,  which  is  Labor  Bay 

7 hours  on  Tuesday 
13  hours  on  Wednesday 

8 hours  on  Thursday 
10  hours  on  Friday 
10  hours  on  Saturday 

]h  preparing  the  time  sheet,  Jones  would  not 
show  any  hours  7/orked  on  Monday,  but  would 
enter  8 in  the  ‘‘First  40  Hours”  column.  He  is 
therefore  credited  with  26  hours  compensatory 
time© 

jy  Eight  hours  credit  is  given  for  the  holiday  in  this  col\imn  regardless 
of  v/hether  or  not  work  is  perfomed  unless  more  than  8 hours  are  actu- 
ally worked,  in  vhich  case,  the  actual  number  of  hours  worked  should 
be  entered, 

2/  If  at  the  end  of  the  week  the  number  of  hours  in  the  column  is  less 
than  40  and  compensatory  leave  is  taken,  add  opposite  one  day  (Satur- 
d^  if  no  time  is  worked  on  the  previous  Sunday,  or  on  Friday  if 
time  vras  vrorked  on  the  previous  Sunday)  sufficient  hours  of  compensa- 
tory leave  to  complete  the  40  hours.  The  amount  added  to  the  one 
day  may  be  aiy  amount  from  l/2  hour  to  40  hours,  and  should  be 
added  to  any  hours  actually  worked  on  that  day. 


g 
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2 Jones  v;orks  0 hours  on  Monday,  wliich  is  Labor  Day 

Is  sick  on  Tuesday* 

10  hours  on  VJednesday 
10  hours  on  Thursday 
10  hours  on  Friday 
10  hours  on  Satiirday 

Jones  is  credited  vrLth  8 hours  on  Labor  Daj^  as 
part  of  the  basic  work  week  and  i.dtli  8 horars 
of  compensatory  time  on  Saturday,  He  is  not 
charged  idth  sick  leave  on  Tuesday* 

3 Jones  x;orks  10  hours  on  Sunday 

10  hours  on  Monday,  which  is  Labor  Day 
10  hours  on  Tuesday 
Fo  v;ork  remainder  of  week. 

Eight  of  the  10  hours  worked  on  the  holiday  \riLll 
be  reported  on  A^B-152  for  premium  pay.  To 
complete  the  40  hours  basic  work  week,  10  hours 
compensatory  time  or  annual  leave  should  be  charged, 

4 Jones  works  10  hours  on  Sunday 

10  houxs  on  Monday 
10  hours  on  Tuesday 
0 hours  on  Wednesday 
5 hours  on  Thursday 
8 hours  on  Friday  (a  holiday) 

Five  of  the  8 hours  vrorked  on  the  holiday  will  be 
reported  as  ordered  overtime  on  -aFB-152,  The 
remaining  3 hours  should  be  credited  to  the  in- 
spector as  compensatory  time. 

^ Dis'tr ibution . Unless  otherwise  instructed  prepare  in  original 
and  two  copies  and  distribute  as  follows; 

a Original  and  one  copy  to  the  local  field  office. 

The  copy  is  returned  to  the  inspector  shoving  any 
necessary  corrections  made  by  the  field  office, 

b The  second  copy  is  retained  by  the  inspector  until 
the  other  copy  is  returned  from  the  field  office,  and 
then  discarded, 

B Tnme  Sheet  for  Commercial  Inspection  (FV-230-l) 

1 Purpose.  This  time  sheet  is  to  be  used  as  a basis  for 
the  preparation  of  billings  a®iinst  plants  for  services 
rendered  under  in-plant  inspection  (continuous  or  pack 
certification)  and  vlU  indicate  all  time  and  expense  for 
which  the  plast  is  to  be  billed. 
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2 Preparation.  Prepare  with  pencil  or  pen  tlie  original  and 
tliree  copies  (see  Distribution),  and  distribute  on  the  last 
day  of  the  billing  period.  Usually  the  billing  period  for 
Continuous  Inspection  is  one  calendar  month  and  for  PLent 
Inspection— Pack  Certification  is  one-half  a calendar  month 
ending  on  the  15tli  and  last  day  of  the  month.  The  form  must 
be  prepared  for  each  billing  period  during  which  an  inspector 
is  assigiied  to  the  plant  even  though  the  inspector  may  be  on 
leave  for  the  entire  billing  period.  This  form  should  remain 
in  the  plant  and  be  readily  accessible  to  each  inspector  who 
is  assigned  to  the  plant  during  the  billing  period, 

a Opposite  Dates  enter  the  day  of  the  month  under 
the  appropriate  day  of  the  vreek.  Enter  all  dates 
covered  by  the  report, 

b Under  Name  enter  the  name  of  each  inspector 

assigned  to’ the  plant  during  the  billing  period. 

c Opposite  the  name  of  each  inspector  enter  daily 

the  nimiber  of  hours  actually  worked.  Do  not  include 
time  for  v/hich  an  applicant  o’ther  than  the  plant 
is  to  be  charged.  Report  only  actual  hours  irorked 
on  a holiday  followed  by  the  letter  At  the 

end  of  each  week  each  inspector  shall  enter  under 
the  appropriate  day(s)  any  annual  or  sick  leave 
talcen  during  the  week  as  indicated  by  his  Bi-Weekly 
Time  Sheet.  This  entry  shall  show  the  number  of 
hours  leave  talcen  followed  by  the  letter  ”S”  if  sick 
leave,  and  if  annual  leave  talcen.  If  leave  is 
taken  on  a day  that  work  was  performed  then  the  hoiu*s 
leave  shall  appear  immediately  above  the  hours 
worked  (e.g.,  ^ indicates  four  hours  worked  and  four 
hours  4 sick  leave  taken), 

d Under  Total  at  'the  end  of  each  week  show  the  total 
actual  hours  worked.  Do  not  include  any  leave  taken, 

e Under  Nd^ht  Differential  at  the  end  of  each  week 
show  the  total  hours  for  which  night  differential  is 
to  be  allowed, 

f Complete  the  section  under  Summary  for  Period*  at  the 
end  of  the  billing  period.  Enter  x^hen  no  other 
entry  applicable, 

(1)  Show  under  Total  Hours  the  total  hours  actually 
worked.  Do  not  include  any  credits  for  holidays, 

(2)  Show  under  Ni^ht  Differential  the  total 
allov7able  hours  worked  during  the  night’ 
differential  period, 
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(3)  Shou  under  ” Worked  on  Other  Assignments" 

■Uae  total  hours  for  liiicli  an  applicant 
other  than  the  plant  is  to  be  charged. 

Include  time  chargeable  to  a Government 
agency  for  supervision  of  loading  or  other 
authorized  related  services, 

(4)  Under  "Leave  Taken”  shou  the  total  hours 
annual,  sick  and  compensatory  leave  taken 
during  the  billing  period,  y 

g Shov7  under  "Quantity  inspected  at  plants  under 

plant  inspection-pack  certification"  the  total  quantity 
inspected  at  any  plant  operating  under  such  arrangement 
during  the  billing  period.  Show  frozen  or  dried  as 
pounds  and  canned  fruits  and  vegetables  as  cases.  For 
other  products  contact  the  field  office  for  instruction 
on  the  units  on  \/iiich  to  base  the  report.  Usually  the 
quantity  inspected  will  be  the  quantity  packed  since 
I'le  inspect  all  products  packed.  Do  not  make  an  entry 
in  tlds  section  at  plants  operating  under  continuous 
inspection. 

h Show  under  "Remarks**  any  expenses  incurred  during 
the  billing  period  including  reporting  e3q>enses  from 
last  post  of  duty.  List  each  t3rpe  of  expense  (mileage, 
per  diem,  etc.)  separately.  Also  show  under  "Remarks" 
where  time  re]ported  in  column  under  "Worked  on  Other 
Assignments"  vras  \-rarked. 

i Tlie  Ihspector-in-Charge  at  the  plant  should  sign  on 
the  line  above  "Inspector-in-Charge."  Before  signing 
the  Inspector- in-Ch^ge  should  make  certain  that  the 
report  is  correct  and  includes  all  time  and  expenses 
against  the  plant, 

3 Distribution,  Unless  othervrise  instructed  by  your  District 
Supervisor,  prepare  in  original  and  tliree  copies  and  distribute 
as  foUovrs; 

a Original  to  local  field  office, 
b One  copy  to  plant  management,  if  desired, 
c One  copy  to  District  Supervisor, 
d One  copy  to  inspector *s  file. 

1/  The  Compensatory  Leave  colimm  may  or  may  not  be  used  at  the 
discretion*  of  the  District  Super*visor.  i f 
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TIMS  SHEETS  (FV-55  and  FV~230~1) 


SECTION  3 


Form  FV.55 
(11.29.55) 


U.  S.  DEPARTMENT  OF  AGRICULTURE 
AGRICULTURAL  MARKETING  SERVICE 
fruit  and  vegetable  division 


BI-WEEKLY  TIME  SHEET 


NAME  OF  INSPECTOR 

John  H.  Doe 


REPORT  FOR  PAY  PERIOD 

g’rom  Dec.  18  Topeg^  31^  1955 


NAME  OF  PLANT 

ABC  Canning  Co, 


LOCATION  (city  AND  STATE) 


INSTRUCTIONS:  Submit  two  (2)  copies  of  this  form  to  the  supervising  inspec- 
tor mt  the  plant,  for  approval  and  forwarding  to  the  field  office. 


DAY 

Dec.  1955 

T 1 ME 

ACTUAL 

HOURS 

WORKED 

HOURS 
ELIG  IBLE 
FOR  night 
DIFFERENTIAL 

hours  of 

LEAVE 

TAKEN 

INCLUDED 
IN  FIRST 
40  HOURS 

OVERT  l»« 
HOURS 
WORKED 

IN 

OUT 

IN 

OUT 

IN 

OUT 

Sunday 

Monday 

9:0C 

A 

12:00 

N 

1:0C 

P 

6:0C 

P 

8 

8 

Tuesday  2Q 

1:00 

P 

"STW 

P 

7:00 

P 

P 

7 

2 

7 

Wednesday 

ToTa 

A 

)1:00 

P 

P 

6700“ 

P 

7 

7 

Thursday  ^2 

[Oi^ 

A 

1:00 

P 

2:00 

P 

3:00 

P 

4 

2S 

6 

Friday  23 

10;0( 

A 

) 1:0C 
P 

2:0C 

P 

~67oc 

p 

7:0C 

P 

9:00 

P 

9 

2 

9 

Saturday  24 

9:00 

A 

12:0 

N 

D 

3 

3 

First  Week  Total 

38 

4 

2S 

40 

Sunday  25 

Monday  26H 

9:00 

A 

12:0C 

N 

1 

3 

8 

Tuesday  27 

9:00 

A 

12:0( 

N 

1 1:00 
P 

r5T^ 

P 

7 

7 

Wednesday  23 

9:00 

A 

12:0C 

N 

1:00 

P 

5:0C 

P 

7 

7 

Thursday  29 

2:00 

P 

6:00 

P 

7:00 

P 

9:00 

P 

6 

2 

6 

Friday 

8:00 

A 

12:0C 

N 

1:00 

P 

6:00 

P 

9 

9 

Saturday 

9:00 

A 

1:00 

P 

4 

3 

1 

Second  Week  Total 

36 

2 

40 

1 

Pay  Period  Total 

_2i 

6 

2S 

80 

1 

COMPENSATORY  TIME 


HOURS 


Brought  forward 


28 


Worked  this  p?iy  period 


Total  for  this  pay  period 


29 


Used  this  pay  period 


I certify  that  this  report  ia  a true 
account  in  all  reapecta  of  the  actual 
time  I apent  on  official  dutiea. 


/A 

- (signature'  of  inspector! 


Balance  at  end  of  pay  period 


29 


InIfectWT 

Rage  8 - January  195S" 
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SECTION  3 


TIME  SHEETS  (FV-55  and  FV-230-1) 


Foum  FV.230.1 
(11.29.55) 


U.  S.  DEPART»€NT  OF  AGRICULTURE 

agricultural  marketing  service 

FRUIT  AND  VEGETABLE  DIVISION 


TIME  SHEET  FOR  COMMERCIAL  INSPECTION 


NOTE:  Keecrd  mil  tia»  in  hourm. 


NAME  OF  PLANT 


ABC  Canning  Co, 
JCATI6N  >la«t 


LOCAT 

Cannersville,  Maryland 

REPORT  FOR ^ “ 


December  1-31,  1955 


name 


dates 


TOTAL 

HOURS 


NIGHT 

DIFFER- 


10 


total 

HOURS 


NIGHT 
D IFFER. 
ENTIAL* 


1. 

8. 

3. 


John  H*  Doe 


l6i 


8 


8 


43 


Henry  M,  Moe 


16 


41 


4. 

5. 


NAME 


DAl^ 


11 


12 


13 


M 


15 


16 


17 


18 


19 


20 


21 


22 


23 


24 


1. 

8. 

3. 

4. 


John  H,  Doe 


JZ 


25 


Henry  M,  ^toe 


37 


8 


10 


10 


41 


Richard  C,  Roe 


39 


DATES 


NAME 


25 


26 


27 


28 


29 


30 


31 


1.  John  H,  Doe 


3H 


35 


8.  Henry  M,  Moe 


34 


Richard  C.  Roe 


8 


8 


34 


4. 


6. 


SUMMARY  FOR  PERIOD  (TOTAL  HOURS] 


NAME 

WORKED  AT  ABOVE  PLANT 

WORKED  ON  OTHER  ASSIGNMENTS 

LEAVE 

TAKEN 

Incurs  ) 

TOTAL 

HOURS 

NIGHT 

D IFFERENT lAL* 

ANNUAL 

8 ICK 

COMPEN. 

SATORY 

1. 

John  H.  Doe 

156i 

7i 

12/19-20  - 16  Hours 

2 

1 

8. 

Henry  M.  Moe 

169 

7 

3. 

Richard  C.  Roe 

73 

3 

4. 

6. 

Quantity  inspected  at  plants  under  plant  inspection  • pack  certification  26 ^ 810  .Cages. 


RCMAR  KS 

John  H«  Doe  worked  2 days  ()eo.  19-^0)  on  inspection  assignment  at 
Baltimore,  Maryland, 


Richard  C.  Roe  reporting  expenses  220  miles  @ 5^ 
equals  $11.00;  2 days  per  diem  @ $12.00 
equals  $24.00. 


^ Night  differential  is  front  6 p.m.  to  4 a.nu. 

Page  9 - January  1956 


hr 


““w  , -wr* 


■T  ;v]r'*'l 

t,.  ■■•rt'v,«»i?.,«!^f  ^ ffS? 

**\1' , 1 ' .'i  * 


■—  >-—  ,.  n fcaaa  - —>■■  ■■/. ^ .^...  ^ .,  i 


vfWf. 


f*«r 


ir...T»ry' 


»'‘«- 


wj  ■ yOi::'5'.e«(-  JM3«^*«M05  J»0Vt3|H« 


,,,XI.u‘4-?...t.ijfc 


0 I T .1  I I : 

f 1 :4  i b i fa  t t>  1 « I #;  1 .\. 


rv£k 


* . 1 

■.  ■ I ■ _i  ^1 1 >' 


i8  I s 


t e I r I 

, ouTs  ^csjt 


.c 


'■ ' ■i'll' "II  !.■>■■.. ..w#.^<,>. 


{crriMrr 


■ 1' 


A 

[— — *t»  -—  ^~ 


■•  ■ 'i  — I't  i»'»]i«4  .^  4-*-* "t ■-■>•—♦* --»X ■-.  ■* 

1 T i I ^ [ ! f 

4^-j.  .1  4m  Hi-> , - . — ^ 

(■  I'l  1 ‘ llj  '' 

m,  » m m » ■ » . i I I * -fm 


t i>*  < , ‘I, 


4— . 


«& 


* ' I 


M 


Ih*AM 


H a 


— ***"  »>»<yi» 

',3  >arieiJii  .» 


;i;  ; v5i f S- -'ii  iSi  ?SK? 

»oCt  ^Irgdot*  ‘ ' 


6CH  .H.^rctiR 


i ,■■,*, 


4}iA«r  0VAtJ  , • IMA.-7 

frw%4(f4it*  n^iH  f -.T  ' < .-ac.- 

']  JiWf 

/A( 


’TX  ;'i»>i<  I 


>■  UH 


1 


dc  - 


31^:1., 


IMM 


iiMi 


*_ . ^ 

ciafl  ,3  biiuiAr^ 


A 1 1 " »»  < »|M  • 


1^ 


r^~ 


ikiMlo  1»  Vi<»tH><|^nV  at) 

^c»«asiW;'|K*?if'W'*i  £«>  (0$^  4 i boit--^  i*o4.,a  mlol 

...  . . iirioaUasSt  ' 

^Lsr  aoff  *0 

•€C>,^^4  to  7*q  «f^  S ftXtoup» 


<?• 


.'  .-r..* 


rjr#»3*i?  «?i'''|!A^f%i3'< . 

mrnm~~m-  . I ^aa  it  m ■«— 


■ 'T.?i"V7('  “li  < mVt  •^VatJM'xiTti^Stipl'^ 

I,*-®'  ll«W  -'?  / . 


Bbikiiw 


SURETY  BONDS,  ADVANCE  FUNDS  AND  GUARANTEED  PAYMENTS; 
BAD  DEBTS 


SECTION  U 


A Assurance  Guaranteeing  payment  for  Services  Renderedp  Some  type 
of  assurance  guaranteeing  pa3nnent  for  insps  ction  costs  should  be 
obtained  when  any  doubt  exists  about  the  ability  or  willingness  of 
the  applicant  to  pay  for  services  rendered.  Payment  in  advance 
may  be  required,  if  deemed  advisable,  for  official  inspection  of 
specific  lots  or  on  applicant  submitted  samples^  The  Regulations 
which  govern  inspection  make  it  permissible  to  require  an  advance 
of  funds  or  a suitable  surety  bond  as  a guarantee  of  payment  for 
inspection  services  rendered.  In  order  to  place  and  maintain 
collections  on  a sound  basis,  inspectors  in  charge  of  offices  are 
instructed  as  follows: 

1 New  Applicants  for  continuous  inspection  or  plant  inspection- 
pack  certification  will  be  required  to; 

a furnish  a surety  bond  acceptable  to  the  Department  in  an 
amount  to  cover  an  estimated  two  months*  billing  or,  for 
estimated  periods  of  service  of  less  than  two  months, 
require  the  full  amount  of  estimated  billings  for  the  period 

or 

make  an  advance  of’  funds  to  cover  an  estimated  two  months  * 
billing  or,  for  estimated  periods  of  service  of  less  than 
two  months,  the  full  amount  of  estimated  billings  for  the 
period.  When  an  advance  of  funds  is  obtained  it  should  be 
transmitted  to  your  Washington  office  for  deposit  in  a 
Suspense  Account  where  it  will  be  held  until  all  bills 
are  paid.  Refunds  will  be  made  upon  request  as  soon  as  all 
bills  are  paid.  If  the  bills  are  not  paid  thin  a reason- 
able length  of  time  after  billing,  the  advance  of  funds 
will  be  drawn  upon  to  satisfy  the  bills  and  ariy  balance  will 
be  refunded  to  the  applicant; 

or 

furnish  a guarantee  from  a bank  giving  assurance  that  bills 
for  inspection  ser-'d-ce  will  be  paid  by  the  applicant  con- 
cerned, The  bank  guarantee  should  be  in  the  form  of  a 
letter  from  the  bank  (verbal  assurance  is  not  sufficient). 

The  supervising  office  should  advise  both  the  Washington 
and  District  offices  as  to  the  kind  and  anount  of  guarantee 
received.  In  the  case  of  letter  agreements  for  plant 
inspection-pack  certification,  this  information  should  be 
typed  at  the  top  of  the  Washington  and  District  office 
copies.  In  the  case  of  continuous  inspection  contracts, 
the  Washington  office  should  be  advised  by  memorandum, 

'i^iith  a copy  to  the  District  office. 
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SECTION  U 


SURETY  BOi'IDS,  ADVANCE  FUI^DS  AND  GUARA.>TI'EED  MBITS; 
BAD  DEBTS 


2 Compaiies  now  utilizing  continuous  inspection  or  plant 
inspection-^pack  C€^rtification  wlio  do  not  pay  their  bills 
promptly  will  be  reauired  to  comply  with  a above®  These  companies 
should  Se ’ approached  tactfully  and  diplomatically  concerning 
furnishing  surety  bonds  or  making  an  advance  of  funds  or  having 
their  bank  give  assurance  that  the  bills  will  be  paid  promptly, 

3 Companies  now  utilizing  in-»plant  inspection  service,  who  have 
in  the  past  paid  their  bills  promptly  and  their  financial 
standing  is  good  should  not  he  required  to  comply  with  a in  1 
above.  Also,  in  the  event  these  companies  with  such  a good 
standing  wish  to  extend  the  service  to  additional  plants,  they 
should  not  be  required  to  comply  with  a in  1 above  in  order  to 
receive  the  additional  service, 

^ I^^spQc^o^5-in««charge  should  be  ax-jare  that  prepayment  of 
inspection  fees  may  be  required  in  any  instance  involving 
a lot  or  submitted  sample  inspection  where  there  is  sufficient 
reason  to  question  the  T-jillingness  or  ability  of  the  applicant 
to  pay  the  inspection  fee,  Inspectors-in~charge  must  be  alert 
to  sift  out  the  applicants  who  are  not  likely  to  pay  the  fee 
and  require  such  applicants  to  furnish  certified  checks  in 
advance  of  inspection  to  cover  the  inspe  ction  costs  for  services 
requested, 

B Execution  of  Surety  Bonds, 

1 llie  applicant  should  have  the  bonding  company  execute  the 
surety  bond  form  (FV-358)  in  sufficient  number  of  copies 

to  furnish  the  officer-in-charge  one  copy  in  addition  to  the 
original.  Names  may  be  typed  in  on  the  copies,  if  preferred, 
and  only  the  original  manually  signed.  Surety  bond  forms 
will  be  supplied  by  your  District  office  on  request.  On  receipt 
of  the  executed  form,  the  officer-in-charge  should  check  it  to 
see  that  it  has  been  properly  executed, 

2 Executing  the  Surety  Bond  Form, 

a Most  bonding  companies  place  a serial  number  at  the  top  of 
the  face  of  the  bond  form.  This  is  useful  for  identifica- 
tion, but  is  not  essential  to  approval  of  the  bond, 

b The  name  of  the  processor  furnishing  the  oond  is  to  be 
shox^n  as  principal,  on  the  first  line  on  the  face  of  the 
bond  form, 
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SURETY  BONDS,’  ADVANCE  FUNDS  AND  GUARANTEED  PAYi^NTS;  SECTION  U 

BAD  DEBTS 


Exan  pies : 

(Corporation;  or  association  incorporated  as  a co- 
operative) 

California  Consumers  Corporation 

230  Jefferson  Blvd,,  Los  Angeles,  Calif, 

(Individual  doing  business  under  an  unincorporated  firm 
name) 


John  H,  Jones,  d/b/a  Sunset  Fruit  Products 

P«0,  Box  95,  Atwater,  Calif* 

(Individual  doing  business  solely  under  his  own  name) 

D«  F.  McPherson 

P*  Oo  Box  8,  Indio,  Calif, 

(Partnership) 

Joel  G,  Cleugh,  David  A*  Cleugh  and  Timothy 
t/.  Cleugh,  co-partners  d/b/a  Cleugh* s Rhubarb 
Ranch 

P*0.  Box  96,  Paramount,  Calif* 

c The  name  of  the  bonding  compary  and  the  State  in  which 

incorporated  should  be  shown  on  the  third  and  fourth  lines* 

d On  the  reverse  side  of  the  form  spaces  are  provided  for 
the  signature  and  address  of  the  individual  principal,  or 
for  the  signatures  and  addresses  of  the  partners  in  a partner- 
ship, All  partners  must  sign*  The  signatures  of  witnesses 
serve  to  authenticate  the  signatiires  of  the  principals  in 
case  of  subsequent  death  or  unavailability  of  the  latter* 

e l^Vhere  the  principal  is  a corporation,  the  name  and 
address  of  the  compaiXY  should  appear  in  the  spaces 
provided,  with  the  signature  and  title  of  the  officer 
signing  for  the  company.  The  officer’s  signature  need 
not  be  attested  by  a witness  if  the  certificate  as  to 
Corporate  Principal  is  executed* 

f The  name  and  business  address  of  the  surety  compare 
should  be  entered  in  the  spaces  provided,  followed 
by  the  signature  of  their  agent  as  attorn^-in-fact. 

The  signature  of  the  latter  should  be  attested  by  a 
witness  and  the  agent’s  corporate  seal  affixed. 
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SURETY  BONDS,  ADViiNCL  FUi^IDS  MD  GUiVfUiNTEED  PAYMENTS;  SECTION  I 

BAD  DEBTS 

I 

g Corporations  should  execute  the  Certificate  as  to  Corporate 
Principal  which  should  not  be  omitted^ 

h , In  case  of  any  doubt,  consult  the  nearest  representative 
of  the  General  Counsel’s  office,, 

3 Checking  Authority  of  Attorney-In-Fact o On  receipt  of  the 
executed  bond  form  and  after  determining  that  it  has  been 
properly  executed,  the  officer -iii-charge  should  mail  the 
original  to  the  Treasury  Department  in  Washington  for  checking 
to  determine  (a)  whether  the  surety  company  is  licensed 
by  the  Sr  Treasury  Department  to  conduct  a surety  business 
in  the  State,  and  (b)  whether  the  attorney-in-fact  is  aithorized 
to  execute  bonds  for  the  surety  company  for  the  anount  involved,  j 
The  bond  should  be  accompanied  by  a letter  which  may  be  worded 
somewhat  as  follows; 

I 

"Surety  Bonds  Branch 
Bureau  of  Accounts 

U,  S,  Treasury  Department  * 

Washington  2$,  D,  C, 

Dear  Sirs ; 

Will  you  please  check  the  enclosed  surety  bond  as  to  juris- 
diction of  the  bonding  company  and  authority  of  the  execut- 
ing attorney-in-fact,  and  return  to  (nane  and  address  of  officer- 
in-charge) 

On  approval  and  return  of  the  bond  by  the  Treasury  Department, 
vhe  officer-in-charge  should  mail  the  copy  to  his  District 
office,  retaining  the  original  in  his  files, 

U Expiration  of  Surety  Bondp 

The  surety  bond  has  no  stated  termination  date,  but  remains  in 
effect  until  all  indebtedness  to  the  Department  by  the 
applicant  has  been  liquidated,  but  may  be  terminated  as  to  any 
future  liability  by  the  Department  or  by  the  bonding  company 
under  conditions  laid  down  in  the  surety  bond  form.  Unless 
terminated,  the  applicant  may  keep  the  bond  in  effect  from 
year  to  year  by  maintaining  the  premium  payments. 

Bonding  companies  are  required  by  law  to  notify  the  beneficiary 
when  the  bond  will  expire  or  has  expired.  It  will  be  the  responsi- 
bility of  the  officer-in-charge,  however,  to  see  that  the  bond 
remains  in  force  each  year,  if  required,  as  a guarantee  of 
payment  for  services  rendered. 
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SECTION 


C Action  to  Take  in  Case  of  Non-.Payment  of  Bills » Invoices  for 
continuing  services  should  be  prepared  promptly  at  the  end  of  each 
billing  period  or  in  accordance  with  the  agreement  for  the  service© 


Tardy  accounts  should  be  watched  closely  to  see  that  they  do  not 
become  delinquent Contractual  service  may  be  discontinued  for  non- 
pasnnent  of  bills  by  giving  the  applicant  one  day’s  written  notice o 
T^eld  offices  cannot  cancel  contracts  for  continuous  ^spection» 

is"  done  by  the  Washington  office  (when  necessary)  and  is  based 
on  recommendations  and  facts  furnished  by  the  field  office o Field 
offices  may  withdraw  inspectors  for  non-payment  of  bills,  however, 
by  giving  the  applicant  one  day’s  written  notice <> 

1 Advance  of  Funds  t,  In  the  case  of  an  advance  of  funds  against 
contractual  work it  is  necessary  to  remind  the  applicant  con- 
cerning unpaid  bills  before  the  advance  of  funds  is  exhausted. 

If  the  advance  of  funds  is  sufficient  to  cover  the  entire 
period  of  service,  as  in  a short  assignment,  it  is  not  necessary 
to  bill  the  qjplicant  until  the  period  of  service  is  completed c 

If  the  advance  of  funds  is  not  sufficient  to  cover  the  entire 
period  of  service,  the  applicant  should  be  reminded  of  the  un- 
paid bills  approximately  two  weeks  before  the  advance  is  ex-  , 
hausted.  If  the  bills  are  not  paid  promptly  or  additional 
funds  advanced,  the  service  should  be  discontinued  before  the 
funds  are  depleted  by  giving  the  applicant  at  least  one  day’s 
notice  in  writing, 

^ Surety  Bonds.  In  the  case  of  a surety  bond,  the  applicant  should 
be  reminded  of  unpaid  bills  prior  to  the  expiration  of  two 
months  of  unpaid  bills,  or  for  periods  of  \anpaid  bills  covering 
less  than  two  months,  if  the  surety  bond  is  insufficient  to 
cover  that  amount.  In  such  cases,  the  applicant  should  be  given 
approximately  two  weeks’  written  notice  to  the  effect  that  it 
will  be  necessary  to  recommend  to  your  'Washington  office  that 
the  service  be  discontinued  and  the  contract  cancelled  if  the  bills 
are  not  paid  at  once, 

3 Other  Forms  of  Guarantee,  In  the  case  of  other  suitable 

assurance  of  payment  of  bills,  consult  your  Washington  office 
for  advice  if  the  bills  are  not  paid  promptly  after  rendering 
the  bill. 
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h ^/^ere  Asgurance  Guaranteeing  Payment  Has  Not  Been  Obtained^ 
a In-plant  Inspection^ 

(1)  If  payment  is  not  received  within  a reasonable 
time  (approximately  10  days  after  the  date  the 
applicant  should  have  received  the  invoice) , 
tactfully  remind  the  applicant  by  personal 
contact,  telephone  or  letter,  of  this  fact  and 
ask  for  a prompt  remittance.  A notation  of  each 
such  reminder  should  be  made  on  the  office  copy 
of  the  fee  bill. 

(2)  If  payment  has  not  been  received  after  the 

lapse  of  another  approximately  10  day  period,  again 
notify  the  applicant  that  the  invoice  is  still 
unpaid  and  that  immediate  remittance  must  be  made. 
Wherever  possible  contact  should  be  made  in 
person  or  by  telephone  (confirmed  by  letter), 
and  every  attempt  should  be  made  to  collect  immedi- 
ately,* If  deemed  advisable  the  applicant  may  be 
warned  that  this  is  a final  notice  and  if  pay- 
ment is  not  received  promptly  service  will  be 
terminated  and  the  account  forwarded  to  Washington 
for  collection.  Service  may  be  discontinued  by 
giving  the  applicant  one  day's  written  notice  for 
non-payment  of  bills. 

b Commercial  Inspections  (Lot^  Sample j or  Other  Mscellaneous 
Services) , 

(1)  Regular  users  of  the  service  who  have  alx^rays 
paid  their  bills  and  are  believed  to  be  finan- 
cially sound  may  be  allowed  not  to  exceed  30 
days  after  billing  before  reminding  them  of  the 
unpaid  account.  If  payment  is  not  received  within 
10  days  after  such  reminder,  the  applicant 
should  be  contacted  in  person  or  by  telephone,  if 
possible  (confimed  by  letter)  and  every  attempt 
made  to  collect  immediately.  If  deemed  advis- 
able, he  may  be  warned  that  unless  payment  is 
received  immediately  no  further  service  will  be 
rendered  and  bills  will  be  forwarded  to  vVashington 
for  collection.  . 

(2)  Accounts  of  new  or  little  known  applicants  whose 
credit  standing  is  presumed  to  be  good  should 
be  handled  as  described  in  the  above  paragraph, 
except  that  no  more  than  10  days  after  receipt  of 
the  bill  should  be  allowed  before  reminding  the 
applicant  of  his  unpaid  account. 
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(3)  Where  there  is  a doubt  as  to  the  applicant's 

willingness  or  ability  to  pay,  payment  in  advance 
may  be  required  as  authorized  in  the  Regulations. 

D Forwarding  Unpaid  Bills  to  Washington.  If  payment  is  not  forth- 
coming after  the  above  procedure  has  been  followed,  the  unpaid  bill 
should  be  forwarded  to  Washington  without  delay,  unless  you  obtain 
approval  from  the  V/ashingtcn  office  to  hold  the  \mpaid  bill  longer. 

If  response  is  received  from  the  applicant  indicating  that  the  bill 
will  be  paid  within® reasonable  length  of  time,  this  information 
should  be  transmitted  to  your  Washington  office  xidth  copies  of  other 
pertinent  correspondence.  Bills  forwarded  to  Washington  should  be 
covered  by  a letter  of  transmittal  outlining  all  efforts  (in  person 
or  by  telephone)  that  have  been  made  to  collect  the  amount  due, 
together  with  duplicate  fee  bills,  copies  of  all  letter  requests  for 
payment  and  copies  of  any  letter  agreements  or  written  requests  for 
the  service. 

The  above  instructions  apply  primarily  to  inspe  ctions  for  commercial 
applicants.  State  or  city  purchasing  agencies,  hospitals  and  other 
public  institutions  are  generally  good  credit  risks  and  may  be  allowed 
considerably  more  leeway  than  commercial  applicants, 

E Applicants  Holding  Government  Contracts  and  Who  Have  Not  Paid 

Inspection  Bills.  If  a person,  firm  or  organization  having  an  un- 
paid bill  that  appears  uncollectible  or  has  been  forwarded  to 
Washington  for  collection,  receives  a Government  contract,  the 
Washington  office  should  be  advised  of  this  fact  at  once.  This 
letter  should  give  all  pertinent  details,  including  full  name  of 
person,  firm  or  organization,  amount  due,  the  name  of  Government 
agency  that  issued  the  contract,  contract  number  and  commodity 
it  covers.  If  the  unpaid  bill  has  not  already  been  mailed  to  Washing- 
ton, this  should  be  done  according  to  procedure  as  outlined  under  D 
above. 

^ Checks  Received  Covering  Bills  Previously  Forwarded  to  Washingtapn, 

If  a check  is  received  covering  an  unpaid  bill  previously  forwarded 
to  Washington,  a Certificate  of  Deposit  should  not  be  made  but  the 
check  should  be  forwarded  to  your  Washington  office,  A covering 
letter  should  be  attached  to  the  check  giving  all  the  information 
necessary  for  application  of  the  check  to  the  proper  unpaid  bill. 

The  following  statement  should  be  entered  in  caps  at  the  bottom  of  all 
such  letters:  ”IF  THIS  CHECK  IS  RMOVED  FROM  THIS  LETTER  Ci-LL  LH. 

F.  L.  SOUTHERLAND,  FRUIT  /MO  VEGETABLE  DI^/U:SION  AT  ONCE,”  The 
VJashington  office  will  deposit  the  check  in  the  proper  f\md  and  the 
field  office  will  be  advised  to  take  credit  for  the  collection  on 
the  next  monthly  report. 
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SECTION  h 


G Bad  Debt  Lj.sto  Periodically  a ’'Bad  Debt  List"  is  issued  by  the 
Washington  office,  consisting  of  those  accounts  which  have  been 
forwarded  to  V/ashington  for  collection.  The  list  is  made  up  in 
two  parts:  the  first  showing  those  companies  ihich  are  still 

"going"  concerns  but  have  become  delinquent  in  payment  of  bills, 
and  the  second  shoidLng  those  companies  that  have  been  declared 
bankrupt  or  placed  in  the  hands  of  receivers.  The  Bad  Debt  List 
shows  the  name  of  the  company,  its  location,  the  amount  owed,  and 
to  which  of  our  offices  the  money  is  due.  When  a deletion,  correction, 
or  addition  is  to  be  made  to  the  list,  the  Washington  office  will 
issue  a memorandum  giving  the  information  necessary  for  the  revision 
of  the  list.  It  is  important  to  keep  the  list  up  to  date.  Any 
status  change  of  old  or  delinquent  accounts  in  your  office  should  be 
called  to  the  attention  of  the  Chief  of  the  Branch  immediately. 

Inspection  service  should  be  refused  to  any  firm  on  the  "Bad  Debt 
List"  until  the  delinquent  amount  is  paid,  unless  costs  are  to  be 
charged  to  another  party  (for  example,  the  Army)  with  established 
credit. 
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SECTION  5 


A Farpose>  ' Porm  SP-201,  Certificate  of  Deposit,  is  for  ase  in 

depositing  collections  received  in  payment  of  inspection  fees  and 
expenses.  The  letter  of  Transmittal  of  Remittances  is  for  use  hy 
field  offices  located  in  cities  that  do  not  have  a Federal  Depositary, 

B De-posit  and  Custody  Requirements, 

1 Department  Regala.tions  require  that  collections  he  deposited 
or  transmitted  for  deposit  \’/ithin  24  hours  if  practicable  hut 
in  every  case  ^rithin  one  vreek  after  receipt  of  such  funds. 

The  date  checks  are  received  shall  he  recorded  immediately 
either  hy  proper  notation  on  the  office  copy  of  fee  hill  or 
entry  in  the  Ledger  Record.  If  circumstances  prevent  either 
of  the  above  entries  being  made  immediately,  the  date  check 
is  received  shall  he  marked  on  the  envelope  as  a temporary 
control  measure.  Checks  held  in  the  office  must  he  kept  in  a 
safe  or  locked  compartment  in  accordance  with  the  requirements 
outlined  in  AI4S  Instruction  No,  401-1, 

In  addition  to  the  Departmental  Regulations,  Branch  policy 
requires  that  collections  he  deposited  or  transmitted  for 
deposit  on  the  last  working  day  of  each  month.  This  is  also 
particularly  important  on  the  last  working  day  of  the  fiscal 
year, 

2 Procedure. 

a G-eneral.  AHS  Instruction  No,  422^1,  Revision  1 entitled, 

“Direct  Deposits  to  Federal  Reserve  Banks,  Their 
Branch,  or  General  Depositaries,” 

gives  the  step-by-step  procedure  to  he  followed  in 
depositing  collections  received.  It  sets  forth  the 
procedure  in  detail  and,  therefore,  only  the  specialized 
provisions  affecting  Processed  Products  Inspection 
offices  are  covered  in  this  Manual, 

It  will  he  noted  that  AIIS  Instruction  No,  422-1, 

Revision  },  requires  the  maintenance  of  a collection 
register.  Present  ledger  records  may  serve  as  a suitable 
collectiojB.  register  as  further  provided  in  Section  7 
of  this  Manual. 

As  instructed  in  Section  2,  Part  1,  checks  should  he  made 
payable  to  "Agricultural  Marketing  Service,"  Hov/ever, 
checks  drawn  to  the  order  of  the  "Treasurer  of  the  United 
States,"  "U,  S.  Department  of  Agriculture,"  or  in  a 
similar  impersonal  manner,  villi  he  accepted. 
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Enployees  are  cautioned  not  to  accept  cash  or  checks  made  . . 
out  to  parties  other  than  the  Government,  as  such  pro- 
cedure will  require  that  the  employee  be  bonded, 

b Depositing  Remittances,  Checks  or  money  orders  received 
in  payment  for  inspection  services  are  deposited  in 
Federal  Reserve  banks  or  branches  or  in  other  designated 
depositaries,  A list  of  depositaries  is  appended  as 
Exhibit  A to  Ai4S  Instruction  Ho,  422-1,  Revision  1, 

Remittances  should  ordinarily  be  deposited  in  the 
depositary  in  the  same  city  where  the  inspection  office 
is  located.  Several  western  offices,  however,  forward  ‘ 
checks  to  the  San  Francisco  office  for  deposit,  while  a 
number  of  offices  located  in  cities  or  towns  v/ithout  a 
designated  depositary  send  their  checks  to  Washington.'  ';-' 

c Funds  to  be  Credited  With  Deposits.  AH collections  will 
be  despoited  to  Trust  Fund  Account  Ho,  12X8015(25)  A/R 
with  the  folloi;ing  except ionsi  .1200(b) 

Florida:  All  collections  credited  to  12X8015 ( 25) (a/R) 

.0966 

Puerto  Rico:  All  collections  credited  to  12X8015(25)(A/R) 

.2117 

Virginia:  All  collections  credited  to  12X8015 ( 25) (A/R) 

.2087 

It  is  important  that  all  Certificates  of  Deposit  and 
Letters  of  Transmittal  shov;  the  correct  trust  fund 
account  number.  The  letter  (B)  in  "1200(B)"  is  of 
particular  significance  as  it  denotes  Processed  Fruit 
and  Vegetable  funds. 

d Certificates  of  Deposit  and  Letters  of  Transmittal.;- 

Certificates  of  Deposit  (Standard  Form  201 ) will  accon5)any 
all  checks  to  a depositary  for  deposit. 

Letters  of  Transmittal  will  accompany  all  checks  sent  in 
to  ViTashington  or  to  San  Francisco  to  be  deposited,  In 
these  cases  the  Certificates  of  Deposit  v/ill  be  prepared 
in  Washington  and  San  Francisco,  respectively. 

(l)  Certificates  of  Deposit.  Follow  instructions  as 
specified  in  Instruction  No*  422-1,  Revision  1, 
and  AI'IS  Notice  2?1>  as  illustrated  by  Sample' 

No,  1 attached  to  this  section. 
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Certificates  of  Deposit  are  prepared  in  the  same 
manner  hy  the  San  Francisco  office  (San5)le  i^o.  2), 
hut  in  addition  each  should  shov;  a suh-code  series 
number  immediately  below  and  to  the  left  of  **Total 
Deposits"  to  identify  its  o\m  collections  and 
those  v/hich  have  been  forwarded  to  San  Francisco 
for  deposit  by  other  offices,  A separate  Certifi- 
cate of  Deposit  should  be  prepared  and  a separate 
sub-code  series  maintained  for  each  office  which 
forvjards  its  collections  to  San  Francisco,  The 
"FV"  series  in  the  "Deposit  KOo"  block  should  be 
kept  consecutively  regardless  of  v/hether  collection 
v/as  local  or  received  from  another  office. 

The  Certificate  of  Deposit  is  to  be  prepared  in 
original  and  four  copies.  Any  copy  from  a blank 
set  of  SF— 201  may  be  used  as  the  quintuplicate 
copy,  and  must  be  marked  "quintuplicate,"  All 
but  the  quintuplicate  are  sent  to  the  depositary 
with  the  remittances  attached.  The  depositavry 
••'HI  forv/ard  the  original  to  the  Treasury  Regional 
Office,  and  v;iil  receipt  and  return  the  triplicate 
and  quadruplicate  copies  to  the  depositing  office* 
The  latter  will  fon/ard  the  triplicate  copy  to 
the  "Budget  and  Finance  Division,  AliS,  USDA, 
Attention:  Chief,  Fiscal  Branch,  'Washington  25 » 

D,  C,,"  retaining  the  quadruplicate  copy  for  its 
files* 

At  the  same  time  the  depositing  office  v;ill 
mail  the  quintuplicate  copy  to  "R,  M,  Smith, 

Fruit  and  Vegetable  Division,  AilS,  USDA, 

L^ashington  25i  C,"  The  date  of  credit  by  the 

depositary  shall  be  entered  on  this  copy  before 
it  is  forwarded  to  Mr,  Smith,  Sufficient  care 
should  be  taken  to  make  sure  that  this  quintupli- 
cate copy  is  clearly  legible  because  it  is  the 
basis  for  our  internal  fiscal  controls  and  records. 
It  is  especially  advisable  to  checlc  each  dollar 
amount  for  legibility  because  numbers  usually 
cause  the  most  difficulty  in  reading  carbon 
copies.  Unless  each  dollar  amount  is  unmistakeably 
clear  and  legible,  it  should  be  re-typed  or  entered 
in  ink  next  to  the  illegible  or  partly  legible 
number* 
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Even  thoagh  fiscal  instructions  require  that 
deposits  for  services  rendered  daring  the  prior 
fiscal  year  he  so  identified  vilth  the  appropriate 
fiscal  year,  this  need  not  he  observed  since 
Branch  policy  does  not  reouire  that  the  fiscal 
years  he  separated  for  commercial  collections. 

(2)  Letters  of  Transmittal  accompanying  remittances  to 
V/ashington  should  contain  the  essential  information 
shown  in  Sample  No.  3 addition  may  show  an 

identifying  code  series  number  if  desired  by  the 
transmitting  office  for  its  oxm.  records. 

Letters  of  Transmittal  to  Washington  should  he 
prepared  in  original  and  three  copies,  the  third 
copy  retained  by  the  transmitting  office  and  the 
others  mailed  with  remittances  attached,  to  “Chief* 
■Piscal  Branch,  Budget  and  Pinance  Division,  AMS, 

. USDA,  V/ashington  25*  The  latter  will  re- 

ceipt the  two  copies  and  forxmrd  one  to  the 
Administrative  Officer  of  the  Pruit  and  Vegetable 
Division  and  the  other  to  the  transmitting  office. 

Western  offices  which  transmit  collections  to 
San  Prancisco  for  deposit  should  prepare  a similar 
Letter  of  Transmittal  in  triplicate  and  fom/ard  the 
original  and  one  copy  to  the  San  Prancisco  office, 
which  will  receipt  the  copy  and  return  it  to  the 
originating  office, 

e indorsements  and  “No  Protest”  Statement. 

Offices  which  transmit  checks  to  a depositary  with  a 
Certificate  of  Deposit  should  follo^;7  instructions  regarding 
endorsements  and  “no  protest*'  stamp  in  Ai^iS  Instruction  No, 
422-1,  Revision  1. 

Checks  fon-rarded  to  E'ashington  or  to  San  Prancisco  with  a 
Letter  of  Transmittal  need  not  bear  either  the  endorsement 
or  the  no  protest  statement,  since  these  v;ill  be  added  by 
the  office  making  the  deposit. 
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SAMPLB  NO.  1 

Certificate  of  Deposit  for  Checking  Account 


THIS  D¥POeST  IS  NOT  SUBJECT  TO  CHECK 

’?^iy„22ji„i955 

(Name,  tiUe.  and  diaborainff  or  other  identification  symbol  of  accountable  officer)  (Date  sent) 

d^ted  with ..  Seseiye„Bai^^  

^ (Name  and  kxs8ti<m  of  depositary) 


fatahlngtone  D»  C, 


DEPOSIT  NO. 


PV-l 


$ 872.9S 


A(XX)UNT  STMBOL 

u JU  lift  jgTOKmr  WM  umjiiimjipwaft 

12M015  (25) 
.1200  (B) 

$872.98 

AMOUNT 


title,  Department  or  Agency  concerned. 


and  his  address)  X2“^"^01 

r~ 

Agricultural  Marketing  Service 
U,  S • Department  of  Agriculture 

Truit  and  Vegetable  Dlvlsl»_  _ 

» 1020  D,  S.  Sstoms  House,  olO  So.  Canal  St 
LjChieago.  Illinois 


SPACE  BELOW  TO  BE  USED  BY  DEPOSITARY  ONLY 
I eerti^  But  the  abore  amount  has  been  received  for  credit  in  the 
account  vt  the  Treasurer  of  the  United  States  on  the  date  diown, 
subject  to  adjustment  for  nneoUeetible  ttease  included  theretn. 


(Authorized  signature) 

(Date  of  credit  in  Treasurer’s  account) 


DEPOSITART  WILL  DATE,  SIGN,  AND  BETUBN  THIS  TO  DEPOSITOR  FOB  HIS  RETAINED  COPT 


16— 69686b-l  OPO 


SAMPLE  NO,  2 

Certificate  of  Deposit  for  Checking  Account 


THIS  DEPOSIT  IS  NOT  SUBJECT  TO  CHECK 
J^easi^  Wash,,  D,  C.  22^ 

(N^e,  title,  and  disbursing  or  other  idratiflcation  ejnodMl  ^ narnnntiiliu  (rfElw)  (Date  sent) 

deposited  with . --.?Mer.^„.I^^erva.BQfik,.„§g«X.j^^  

(Name  and  location  of  depoeitary) 


Washington.  D.  0 


DEPOSIT  NO. 


FV«2*^ 


ti.T^q.Ug 


for  accounts  listed  below, 


ScHBDuiAj 


ACCOUNT  8THBOL 

' ' ' ' 

AMOUNT 

1218015  (25)  A/B 

$1,739.H2 

.1200  (B) 

(Depositor  will  insert  below  his  name,  title.  Department  or  Ageucy  ceacemed, 
1^  his  address)  12*25*^01 

^^Agricultural  Marketing  Service 
D.  S.  Department  of  Agriculture 
Pruit  and  Vegetable  Division 

JI5 


SPACE  BELOW  TO  BE  USED  BY  DEPOSITARY  ONLY 
I certify  tiut  the  above  amount  has  been  received  for  credit  in  the 
account  of  the  Treasnrer  of  the  United  States  on  the  date  shown, 
subject  to  adjustment  for  nneoUeetible  items  included  therein. 


(Authorized  signature) 

(Date  of  credit  in  Treasurer’s  aoeount) 


DEFGSIIARY  WILL  DATE,  SIGN,  AND  BETUBN  THIS  TO  DEPOSITOR  FOR  HIS  RETAINED  COPT 
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certificate  of  deposit  (STAdIDaRD  FORivI  201 ) 
LETTERS  OF  TRaHSMITTAL  OF  REI-IITTaECES 


SECTION  5 


SAi^iPLE  NO,  3 


UNITED  STATES  DEPARTiiSNT  OF  AGRICULTURE 
Agricultural  Marketing  Service 
Processed  Products  Inspection  Service 
0,  Box  102,  Ueslaco,  Texas 


April  22,  1955 


TO:  Director,  Budget  and  Finance  Division,  Ai4S,  USDA 

Attention:  Chief,  Fiscal  Branch,  Washington,  D,  C. 

FROM:  Processed  Products  Inspection  Service,  AiiS,  USDA 

V/eslaco,  Texas 

SUBJECT:  Transmittal  of  Remittances 


Transmitted  herev/ith  are  the  follo^./ing  listed  remittances  for  deposit 
to  the  credit  of  Trust  Fand  12X8015  (25) 

.1200  (B) 


Date 
of  Item 

Check  No, 

Remitter 

Amount 

4/15/55 

5682 

Knap]>^Sherrill  Co. 

$100.28 

4/21/55 

15657 

Alamo  Products  Co, 

261.80 

Total 

$362.08 

Received  hy 
Date 
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PhEPAIJiTION  OF  BILLIi!Gj  FOK  GOVERFilEilT  ACxFlICIEb  SFCTIOH  6 

GOVERM£MT  aGEBCY  INSPECTIO.I  REQUESTS  (FaJl  FV-ii^O;  QiOSC 

FCRM  1019  (FQRTiERLY  I\!YQi4POW^U2 ) ; FCRI'I  CSS-18  AilD  OTHER  HODES  OF  HEQUlST) 


A General#  Some  Governraent  agencies,  sucn  as  tue  Quarten -aster 
Inspection  Service,  u.  S.  Department  of  Agricultur-e,  Processed 
Products  Inspection  Service  and  Commodity,  Stabilization  Service 
use  forms  on  uhicii  requests  for  inspection  are  ia.de  and  on  which 
space  is  provided  for  reporting  the  time  a'.d  expenses  devoted 
to  or  charged  against  the  assignment.  These  forms  are  used  for 
convenience  in  carrying  out  the  inspection  assignments  by  field 
offices  and  to  assist  the  Washington  office  in  preparing  billings 
against  the  Federal  agency  to  which  service  is  rendered.  Some 
Federal  Government  agencies  do  not  utilize  any  special  form  in 
making  requests  for  inspection.  They  make  inspection  requests  by 
le  tter  or  telegram  or  by  telephone  or  in  person,  VJritten  confirma- 
tion should  be  obtained  when  request  is  i.iade  by  telephone  or  in 
person. 

When  an  inspection  request  is  received  from  a Federal  agenc5^  for 
which  V7e  do  not  normally  make  inspections,  the  inspector-in-charge 
of  the  field  office  should  check  with  the  requesting  agency  or 
with  his  (inspector's)  I/ashington  office  to  make  sure  that  funds 
are  available  to  pay  for  the  inspection. 

When  typing  either  FV-UitO  or  QiIISC  1019  (formerly  ilYOPMO-i^i^ ) , make 
certain  that  the  original  is  an  original  on  both  sides  and  does  not 
have  carbon  copy  entries  on  the  reverse  (cf  the  original. 

Fairness  and  Accuracy  of  Charges,  These  forms  serve  as  a basis 
for  interchange  of  funds  bet'feen  ovr  "*ivj sion  a'^  d tlie  requesting 
agency,  and  are  subject  to  close  scrutiny  at  several  points  before 
being  approved  for  payment.  Therefore,  all  cnarges  listed  should  be 
accurately  checked  and  substantiated  prior  to  the  tirae  tlie 
Washington  office  bills  for  services  in  order  to  avoid  confusion 
and  embarrassment.  If  it  is  necessary  to  rake  an  unusual 
appearing  charge,  xrhether  seemingly  excessive  or  inadequate,  an 
explanation  of  such  charge  should  be  made  at  tiie  bottom  of  tlie 
form  under  "Explanation  (if  ary),"  If  tnere  is  any  question 
regarding  justification  for  the  assessment  of  charges  £or  Ji 
particular  service,  consult  y<iur  before  listing  it, 

B Forms  of  Inspection  Request, 

1 Form  FV-UhO,  Form  FV-UUO  must  be  prepared  when  an  inspection 
request  is  received  from  any  Federal  Government  agency  other 
than  the  Quartemiaster  Inspection  Service  and  the  cost  of 
inspection  is  charged  to  the  agency,  ’.'hen  the  vendor  re- 
quests inspection  of  a lot  to  be  offered  on  a contract  with  a 
Federal  agency,  it  should  be  billed  as  a regular  commercial 
inspection  unle  ss  otlieniise  specified  by  written  confirmation 
from  the  Goverment  agency. 
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PlIEPARATIOn  OF  BILLIi’Go  FOK  GOVFRrxIEKT  AGEFGIES  SECTION  6 

GOVERNilENT  AGKiCY  LISPEGTION  REQi  SETS  (FOKli  FV-UUOj  QMISC 

FORM  1019  (FQRI'IERLY  i'JYQliP0-Ui;2 ) : FOiai  CSS-18  AND  Ol'flEK  iIGDES  OF  lOiQUEST) 


Invspections  for  Veterans*  Administration^ 


a Requests  for  inspection  of  caniied  and  related  processed 
products  for  the  Veterans*  Administration  originate 
•with  that  agency  but,  unless  othenrise  indicated,  are 
billed  to  the  vendor.  In  such  cases  V/ashington  fills 
in  the  front  side  of  Fona  FV-I4I4.O  for  the  information  of 
the  field  office,  which  bills  the  vendor  on  Form  FV-376. 

b Requests  for  inspection  of  froze'n  products  are  largely 
at  the  discretion  of  the  Veterans*  Administration  field 
installation.  These  requests  are  usually  received  by 
the  Processed  Products  inspection  office. in  the  form  of 
a copy  of  the  purchase  order.  The  rnspection  office 
handles  the  assigniaent  and  prepares  the  front  side  of 
FV-IiljO  on  the  basis  of  information  contained  in  the 
copy  of  the  purchase  order, 

2 QMISC  Form  1019  (Formerly  EYQili^Q-l;U2 ) <>  QHISC  Form  1019  is 
used  by  tiie  Quartermaster  inspection  iservice  jlien  ihaking 
inspection  requests  coverin^^  deliveries  offered  for  purchase 
by  the  Department  of  the  Amiy,  The  front  side  of  Foriu  1019 
shows  the  specification  applicable  ai  d details  of  the  service 
requested,  and  is  designated  as  r'orjn  1019-lv;  The  reverse  side, 
designated  as  Form  1019-'2,  provides  space  for  the  listing  of 
charges  and  expenses,  boine  inspection  offices  i.ia;,'  continue  to 
receive  inspection  requests  on  Fori  I"IYQiiP0-[',Li.2 r hhen  requests 
are  made  on  either  form  they  must  be  signed  by  an  authorized 
representative  of  the  QMIS,  Each  field  office  is  furnished 
with  an  up-to-date  list  of  authorized  representatives  of  the 
Ql^'IIS,  Detailed  Instructions  on  the  face  of  the  request  re- 
garding inspection  requirements  and  distribution  of  certifi- 
cates should  be  followed  carefully  unless  they  are  in 
conflict  with  instructions  issued  by  your  Washington  office 

or  contrary  to  policies  of  the  Processed  Products  standardiza- 
tion and  Inspection  Branch.  (See  further  in  this  Section  for 
completing  QMISC  Form  1019~2.) 

3 Form  CSS-I8  (Formerly  T\'J-U2)  - Request  for  Comriiodity  Inspection. 
Form  TW-U3  - Sampling  Report, 

a Form  CSS-I6  is  prepared  by  the  Transportation  and 
Storage  Services  Division  or  by  CSS  Cormaodity  offices 
xjhen  requesting  inspection.  An  original  and  tliree 
copies  will  normally  be  furnished  to  the  inspection 
office. 
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preparation  of  BILLINJS  for  aOViiRlMJT  AGENCIES  SECTION  6 

GOVERNl>ffiMT  i GENCY  INSPECTION  REOUESTS  (FORTl  FV-iihO;  QIUSC 

FORM '1019  {FCHMERLY  NYQHPO-^)]  FCRH  CSS-*l6  Ai'JD  OTHER  ilODES  OF  REQUEST) 


On  completion  of  the  assignment,  the  officer-in-charge 
of  the  inspection  office  fills  in  the  blank  spaces  at 
the  bottom  of  the  form  and  returns  one  copy,  attached  . 
to  the  inspection  certificate,  to  the  CSS  office  request- 
ing the  inspection©  The  inspection  office  retains 
a copy  and  mails  the  original  and  two  copies  to  the 
Processed  Products  Washington  Office,  accompanied  by 
the  original  and  one  copy  of  Form  FV^»-Iil4.0.  Our  offices  need 
not  concern  themselves  with  the  blanks  on  the  reverse 
side  of  Form  CSS-18,  (See  AMS  Instruction  No,  913-1#) 

b Form  TW-i;3  - Sarapling  Report  is  prepared  in  cases  where 
entire  \mit  containers  are  taken  from  the  lot  for  in- 
spection, in  order  to  account  for  the  reduction  in 
inventory*  It  is  not  prepared  in  cases  where  only  small 
sample  quantities  of  the  product,  such  as  honey  or 
tung  oil,  are  drawn  from  large  containers. 

Form  TW-U3  is  prepared  by  the  inspection  office  in 
original  and  three  copies.  The  original  and  one  copy 
are  mailed  to  the  CSS  commodity  office  which  requested 
the  inspection,  together  with  the  inspection  certificate 
and  a completed  copy  of  Form  CSS-18,  as  instructed 
above. 

Most  of  the  headings  are  self-explanatoiy.  The  "Funds 
of  Purchase"  is  copied  from  Form  CSS-18,  if  shotm. 

Show  the  number  of  man-hours  (in  multiples  of  not  less 
than  l/2  hour)  of  warehouse  labor  required  to  draw, 
open  and  close  sample  containers  and  otherwise  assist 
in  the  sampling,  but  not  including  time  required  to 
replace  sample  cases  in  the  stacks, 

C Preparation  of  Front  Side  of  FV-IjliO, 

1 Number  of  Copies  to  Prepare, 

a Original  and  2 copies  when  charges  are  assessed  to  ary 
Government  agency  other  than  the  Department  of  the  Army, 

b Original  and  U copies  when  charges  are  assessed  to  the 
Armed  Services , 
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PREPAIJITION  OF  BILLINGS  FOR  GOVERNMEITT  AGENCIES  SECTION  6 

GOVERN!®!?!  AGENCY  INSPECTION  REQUESTS  (FOHil  FV-Ui;0|  QICSC 

FCRM  1019  (FORIiERLY  i?YQiiP0-.UU2);  FCRi.  GSS-18  AND  OTHER  KODES  OF  REQUEST) 


2 Heading,  Entries, 


a Enter  the  OFFICE  NUITBER  above  the  space  for  ’’Contract 
Nuinbero”  (See  Section  7,  LEDGER  RECORDS.) 

b ’’Date,”  ’’Contract  No.,”  ’’Reference  No.,”  and  ’’Purchase 
Order  No.”  headings  are  self-explanatory. 

c **T0”  — Enter  the  name  and  address  of  the  OFFICER-IN- 
CHARGE  to  whom  the  request  is  made. 

d ’’INSPECTION  REQUESTED  BY”  — Enter  the  name  of  the 
person  making  the  request,  the  Government  agency  for 
which  application  is  made  and  its  address. 

e ’’OFFERED  FOR  DELIVERY  BY”  — Enter  the  name  and  address 
of  the  contractor. 

f ’’LOCATED  AT”  — This  is  for  use  when  the  merchandise 
is  located  at  an  address  other  than  that  of  the  contrac- 
tor, If  the  merchandise  is  located  at  the  address  of 
the  contractor,  siiriply  write  in  the  word  ’’Same,” 

g ’’QUANTITY  PRODUCT”  — Enter  the  quantity,  container 
size  and  naiae  of  the  product  ard  include  style,  such 
as  ” creaia-style  corn”  or  ’’whole  beets.” 

h ’’’DELIVERY  TO  BE  .jADE  TO”  — Enter  the  nai.ie  of  the 

organization  receiving  the  idercliandise  and  its  location, 
such  as  Ogden  General  Depot,  Ogden,  Utah. 

i ”T0  MEET  quality  ItEQUlREiLNTS  OF”  — Enter  the  quality 
and  anj^  other  pertinent  requirements  of  the  product,  such 
as,  for  example,  ’’Grade  B or  better.  Federal  Specifica- 
tion JJJ-B-l5lc,  green.  Type  I,  Style  V,  Size  U.” 

j ’’LOAD BIG”  — Place  an  ”X”  in  the  appropriate  box, 

k ’’CHARGES  TO  BE  ASSESSED  TO”  — Enter  the  name  of  the 
Government  agency  I'lhich  is  to  pay  the  bill. 

1 ’’FORWARD  CERTIFICATES  TO”  — Enter  the  distribution  of 
certificates,  as  requested,  imless  contrary  to  instruc- 
tions from  your  Washington  office. 

m ’’HARKINGS”  — List  markings  as  specified  by  applicant, 

n ’’SPECIAL  INSTRUCTIONS”  — Insert  any  specific  instruc- 
tions pertinent  to  the  assignment. 
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PRER^R/.TICN  C7  BILUNGS  FOR  GOVEPa^RIEJT  AGENCIES  SECTION  6 

GOVitifi'ENT  AGENCY  INSPECTION  REQUESTS  (FORI'I  FV-lUOj  QT-USC 

FORI'  1019  (FOREERLY  NYQIIPC-U;2 );  FCRH  CSS-18  Al®  OTHER  IIQDES  OF  REQUEST) 


0 "ISSUING  OFFICE”  — Show  the  city  and  State  of  the 
office  making  up  the  request, 

p “BY”  — lype  the  name  of  the  officer-in-charge  x^hen 
made  up  in  a field  office.  If  made  up  in  Washington, 
the  name  will  be  that  of  some  member  of  the  Washington 
staff  in  'Which  instance,  of  course,  the  issuing  office 
would  be  “Washington,  D,  C,“  All  copies  of  FV-IiI^O 
must  be  manually  signed, 

D Preparation  of  Statement  of  Expenses, 

1 Listing  on  Reverse  Side  of  FV-UItO  andQHESC  Form  1019,  Upon 
completion  of  the  inspection  work,  and  after  the  FIRST  FINAL 
or  FIML  Certificate  (See  Section  1)  has  been  written,  the 
STATEI'iENT  OF  EXPEI^SES  on  the  reverse  side  should  be  prepared 
from  a working  copy  of  the  form  which  has  been  kept  current 
xjith  each  inspection  performed, 

a Telephone  Calls  and  Telegrams,  Under  this  heading  show 
the  date  when  the  telephone  call  was-  made  or  wire  was 
sent;  point  of  origin,  followed  by  the  name  of  the 
person  making  the  call;  destination,  followed  by  the 
name  of  the  person  receiving  the  call  or  wire.  Use  only 
the  last  name  of  the  persons  for  identification.  Place 
an  "X”  under  “Phone”  or  “Wire,”  xdiichever  may  be 
applicable.  The  columns  for  “Amount”  are  self-explanatory. 
Do  not  make  entries  under  "Words  or  Mnutes,” 

b Mscellaneous  Ibipenses,  This  is  self-explangtory,  except 
show  after  the  entry  a brief  explanation  such  as  “Express 
packing  materials  Amy  Lab,,  Phil.” 

c Transportation  (By  Train).  This  is  self-explanatory, 
except  that  if  there  is  any  question. as  to  the  identity 
of  the  traveler  that  cannot  be  es-tablished  under  "Salaiy” 
you  should  show  the  last  name  of  the  t raveler  following 
the  entry, 

d Transportation  (By  Auto),  This  is  the  same  as  above, 
except  that  there  is  a column  for  prorated  mileage. 

If  the  mileage  is  prorated,  place  an  “X”  in  the  column; 
if  the  mileage  is  not  prorated,  do  not  check  the  column. 
VJhen  mileage  is  prorated  show  only  that  portion  of  the 
mileage  that  is  applicable  to  ■tte  particular  contract 
in  question. 
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PREPARATION  OF  BILLINGS  FOR  GOVERitlENT  AGENCIES  SECTION  6 

GOVERit:ENT  AGENCY  INSPECTION  REQUESTS  (FORM  FV-UUO;  QiJSC 

FORM  1019  (FailEiiLI  inQ!.iP0-UIt2 ) 5 CSS-lG  AND  OTHER  .lODES  OF  REQUEST) 


e Per  Diem»  Per  diem  should  be  combined  as  a single  entry 
for  each  person  but  should  be  itemized  by  days  as  shown 
by  the  following  example: 

Date  Name  No©  of  Days  Per  Day  Amount 

9/23^^25/55  Bill  Jones  1,3/It,  "l/2  $12*00“ 

f Salary©  (1)  Services  performed  each  day  by  each  in- 
spector must  be  shorn  separately©  (2)  If  an  inspector 
performs  travel,  sampling  and  inspection  on  a contract, 
during  the  same  day,  it  is  not  necessary  to  list  sampling 
and  inspection  time  separately,  but  report  the  total 
time  as  sampling  and  inspection©  (3)  Sampling  and  travel 
time  when  performed  on  the  same  day  should  be  listed  as 
sampling  time,  (h)  Travel  time  should  be  listed  separately 
when  no  sampling  was  accomplished  on  the  date  of  travel, 

(5)  In  order  to  save  space  and  tTPing,  services  may  be 
listed  as  per  the  following  examples: 

E3CAMPLE  I 


Service 

Time 

Date 

Name 

Performed 

Given 

Per  Hour 

Amount 

9/23-2It/55 

Bill  Jones 

Sampling 

9, 10 

fU.5o 

185.50 

9/25-26-27/55  Bill  Smith 

Inspection 

8,  h,  9 

9U.50 

EXIMPLE 

II 

Service 

Time 

Date 

Name 

Performed 

Given 

Per  Hour 

Amount 

9/23/55 

Bill  Jones • 

Smplg,  pkg,  mat©  ) It 

$lt.5o 

?a8.oo 

5/2U/55 

Bill  Jones 

Smplg,  Insp, 

. 10 

tl 

1(5.00 

EXAMPLE  III 

Service 

Time 

Date 

Name 

Performed 

Given 

Per  Hour 

Amount 

9/22/55 

Bill  Jones 

Travel 

8 

$36.00 

9/23/55 

Bill  Jones 

Sampling 

12 

» 

5ti.oo 

9/21^/55 

Bill  Jones 

Inspection 

9 

it 

i(0.5o 

9/26/55 

Bill  Jones 

Check  loading 

5-1/2 

it 

2h.7$ 
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SECTION  6 


preparation  of  billings  for  GOVLRNLENT  AGEiCIES 
GO\nLRl#iENT  • GENCY  INSPECTION  REQUESTS  (FORlyi  QiCtSC 

FORK  1019  (FailiEIiLI  irYQliPCW14A2),*  FORM  GSS-18  mJD  OTHER  liODEo  OF  1J2QUE3T) 


g Total*  Enter  the  total,  in  dollars  and  cents,  of  all 
amounts  from  ''Telephone  Calls"  through  "Salaiy,"  Time 
is  charged  in  terms  of  hours  and  half-hours,  but  never 
in  units  of  less  than  one-half  hour* 

h Fiscal  Year  Cut-off * It  is  imperative  that  all  items 
of  salary  and  expense  reported  on  the  '’Statement  of 
Expenses"  be  segregated  by  fiscal  years  when  services 
rendered  and  expenses  incurred  on  a specific  request 
over-lap  from  one  fiscal  year  to  another.  Separate 
F^/’-liiiO*s  or  Forms  1019  are  not  required  for  each  fiscal 
year  providing  that  the  charges  up  to  and  including 
June  30  are  listed  separately  from  these  assessed  starting 
as  of  July  1,  This  is  illustrated  by  the  following  example: 

TELEPHOI^E  CALLS  AND  TELEGRAMS 


Date 


From 


To 


Phone  Wire  Words  Amount 


■6/23/56 

7/5/56 


Date 

6/29-30/56 

7/6/56 


Chicago  (Austin)  Fenn  (VTashington,  De  C<,)  X 

Chicago  (Luxford)  Burk  (Hammond)  X 

MISCELL/vNEOUS  EXPENSES 

Item 

lyping  extra  copies  of  certificates  2 sets  @ $2.25 

l^ing  extra  copies  of  certificates  1 set  @ $2,25 

TRANSPORTAnON  (By  Auto) 


56,U0 

3.25 


Amount 

$i».5o 

2.25 


Date 

l^tlles  Rate 

From  To 

Prorated 

Amount 

6/20/56 

ho  .07 

Hammond,  La»  New  Orleans,  La, 

Y-es 

$2 .80 

6/30/56 

82  .07 

Hammond,  La,  New  Orleans,  La, 

No 

5.7U 

7/1/56 

125  .07 

Hammond,  La,  Lafayette, 

La. 

and  return 

Yes 

8.75 

SALARY 

Date 

Name 

Service  Performed 

Time 

Per  Ho\ir 

Amount 

6/20-21/56 

Bill  Jones 

Driving  & Sampling 

2,  5 

$R.50 

$31.50 

6/29-30/56 

Bill  Jones 

Inspection 

5.  h 

l*.5o 

it0.5o 

7/1-2/56 

Bill  Jones 

Driving  & Sampling 

3,  5-1/2  R.50 

38.25 

7/5-6/56 

Bill  Jones 

Inspection 

7 

h.So 

1*9.50 
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SECTION  6 


PREPARATION  OF  BILLINGS  FOR  GOVERNMENT  AGENCIES 
GOVERl^THEl^T  AGENCY  HTSFECTIOII  REQUESTS  (FORI4  FV-440;  QMISC 
FORiu  1019  (FORMERLY  NYQHPO-442)  ; FORII  CSS-IS  AND  OTHER  MODES  OF  REQUEST) 


i Certificates  Issued.  Tliis  is  self-explanatory,  except 

that  if  Grade  A is  specified  and  the  product  is  found  | 

to  he  Grade  B,  shou  under  Grade  - ”Fails  A - Meets  B," 

If  the  merchandise  is  accepted  the  Purchasing  Officer, 
even  though  it  does  fail,  then  show  ”Fails  A - Meets  B 
aept,  by  Purch.  Officer.”  Tlie  entry  for  merchandise  which 
meets  specifications  should  be  entered  as  ” Grade  A”  or  ”B,” 
etc,,  or  if  there  is  no  grade,  then  ” Meets  Spec.”  or  "Meets,* 
Since  two  columns  have  been  provided,  whenever  possible 
list  the  certificates  of  acceptable  mercliandise  on  the  left 
side  and  the  mercliandise  which  fails  on  the -right. 

j Explanation.  Ex;3lain  any  special  circumstances  which  may 
contribute  to  an  apparent  excessive  cost;  for  instance, 
explain  if  tlie  time  for  travel  seems  excessive  but  was 
incurred  because  of  weather  conditions.  Explain  if  unusual 
delay  occurs  in  getting  plant  management  to  show  you  the 
lots  for  inspection  or  justify  reason  for  any  other  delay. 
Indicate  if  large  number  of  microanalyses  or  more  than 
normal  nuraber  of  rJLcro  or  other  analyses  were  necessary. 

k Office.  Sho\7  the  city  and  State  in  which  your  office 
is  located, 

1 Inspector,.  To  be  signed  hy  the  Officer-in-Charge  or  the 
Acting  Officer-in-Charge, 

® Continuation  Sheets.  If  the  space  under  any  of  the  headings 
of  FV-440  or  QMISC  Form  1019  is  inadequate  for  making  the 
listings,  including  any  appropriate  explanations,  a con- 
tinuation sheet  should  be  used.  Insert  Hie  term  "continued 
on  attached  sheet”  after  the  last  item  under  the  individual 
heading  on  QMISC  Form  1019  or  FV-440.  Insert  "Continuation 
Sheet”  at  the  top  of  a blanl:  QMISC  Form  1019  or  FV-440  (a 
plain  sheet  of  paper  may  be  used  in  place  of  a blanlc  FV-440 
or  QMISC  Form  1019)  x^rhich  is  to  be  prepared  x/ith  the  same 
number  of  copies  as  the  original.  Each  copy  of  the 
continuation  sheet  ehotxld  be  stapled  to  a copy  of  tlie 
original  QMISC  Form  1019  or  FV-440. 

2 Special  Methods  of  Assessing  Charges. 

a l-Jhen  Inspection  Charges  are  A ssessed  at  Per  Case  Rate . 

' I'/hen  inspefction  charges  are  assessed  at  a per  case  rate 
(not  the  coramercial  rate,  but  the  special  case  rate 
established  by  agreement  x;ith  the  particxilar  agency) , against 
a Government  agenc’^  for  inspections  performed  for  such  . 

agency  at  plants  operating  under  continuous  inspection  or 

. plant  inspection-pad:  certification  entries  on  the  reverse 
of  FV-V;.0  or  QMISC  Form  1019  should  be  as  follox/s; 
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PREPARATION  OF  BILLINGS  FOR  GOVERIIIiENT  AGENCIES  SECTION  6 

GOVERI'Jl^'iENT  AGENCY  INSPECTION  REQUESTS  (FORM  FV-UiO;  QKLSC 

FORM  1019  (FQRMERLI  IIYQIIP0-i;l^2)  j FCFJI  CSS-lG  AID  OTHER  liCDES  OF  REQUEST) 


Under  the  salary  heading  of  the  inspection  request 
list  the  date  or  dates  of  inspection  and  name  of  in- 
spector in  the  usual  manner.  Cmit  the  time  given  and 
per  hour  rate  as  the  time  given  will  be  unknown  since 
the  inspections  will  be  made  in  connection  iTith  all 
duties  and  other  inspections  at  the  plant.  Immediately 
beneath  the  inspector’s  name  show  the  number  of  cases 
accepted  by  the  Army  with  the  rate  of  the  inspection 
charge  and  place  the  total  fee  in  the  right  hand  column 
under  the  "Amount”  heading. 

The  fee  is  calculated  on  the  total  quantities  accepted 
on  the  contract;  — not  on  individual  certificate 
quantities . 

The  rate  does  not  apply  after  the  packing  season  is 
over  and  inspectors  have  been  withdrawn  from  the  plant. 
The  usual  hourly  rate  is  applicable  when  inspectors 
have  to  return  to  the  plant  to  bring  inspections  up-to- 
date.  Also,  additional  charges  at  the  regular  hourly 
rate  should  be  made  for  such  services  as  checkloading, 
sampling  of  component  packaging  materials,  preparation 
of  reports  and  special  analyses  not  usually  performed 
in  determining  compliance  with  quality  requirements. 

Examples : 

^ / 

Date  Name  of  Inspector  Amount 


8/7  to  lij/55  D.  C.  Jones 


10,000  cases  at  $2.00  per 
200  cases  or  fraction 
thereof 


$100.00 


8/20 


James  R.  Doe 


SaiTpling  & mailing  com- 
ponent materials  3 hours 
at  ?li.50 


$13.^0 


8/21 


John  C,  Smith 


Preparation  reports 
2 hours  at  $i;.50 


$ 9.00 
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PREPARATION  OF  BILLINGS  FCR  GOVERl^MT  AGENCIES  SECTION  6 

GOVERra-iENT  AGEi^CY  INSPECTION  REQUESTS  (FORI'i  FV-UUO;  QilISC 

FORl'l  1019  (FORI'-IERLI  11YQ1:PCU442)  5 FORi-l  CSS-lS  Al®  OTHER  MODES  OF  REQUEST) 


Under  "Explanation  (if  any)"  show  the  usual  information 
with  one  of  the  following  additional  applicable  statements: 

"packed  under  continuous  inspection"  or  "Packed  under 
plant  inspection-pack  certification*" 

In  the  above  example  the  plant  would  be  credited  with 
the  $100*00  charged  to  the  Government  agency,  but  not 
with  the  \’13.50  and  $9.00  for  services  of  Doe  and  Smith. 

b ^.Jhen  Both  Army  and  Processor  Request  Plant  Inspection- 
Pack  Certification  on  Specific  Items*  Some  processors 
request  plant  inspection-pack  certification  on  specific  items 
for  delivery  on  an  Army  contract.  The  army  also 
requests  inspection  of  the  same  merchandise  and  desires 
to  pay  for  part  of  the  inspection  costs,  but  is  not 
willing  to  pay  the  entire  cost  of  inspection  on  a 
plant  inspection-pack  certification  basis.  They  are  will- 
ing, however,  to  pay  for  the  costs  which  would  be  incurred 
if  handled  in  the  normal  manner  on  a lot  inspection  basis. 

Before  making  such  an  arrai  gement  be  sure  both,  the 
contractor  and  the  Army  have  concurred  in  the  agreanent 
with  respect  to  pro-rating  of  charges. 

In  such  cases,  inspection  should  be  handled  as  requested 
by  both  parties.  Handle  the  billing  of  the  inspection 
charges  as  follows: 

(1)  Contractor, 

(a)  Render  the  contractor  a bill  indicating 
first  the  total  costs  on  a plant  inspec- 
tion-pack certification  basis, 

(b)  Then  deduct  from  this  the  estimated  cost 
if  it  had  been  handled  for  the  Army  on  a 
lot  inspection  basis  in  the  regular  manner, 
including  any  checkldading..  costs  if  check- 
loading is  requested  by  the  AnrQr, 

(c)  Then  shoxv  on'  contractor's  bill  the  amount 
contractor  is  obligated  to  pay. 
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PREP^RATIOM  OF  BILLINGS  FOR  GOVERNMENT  AGENCIES  SECTION  6 

GOVERNILENT  AGEiJCI  INS'^;CTICN  REQUESTS  (FORfi  F17-UU0J  Qi'iISC 

FORM  10l9  (FORMSRLI  i!YQiiK)-«L42)  5 FCEi;  CSS-.18  ABD  QTHSR  .MODES  OF  REQUEST) 


(2)  Army. 

The  inspector-in-charge  of  the  office  and  the 
inspector  vho  handled  the  assignment  must 
estimate  the  cost  against  the  Anr^,  taking 
into  consideration  the  distance  traveled  and 
the  circumstances  normally  surrounding  such  an 
assignment,  cooperation  of  the  plant  manage- 
ment in  making  the  merchandise  available,  and 
other  circumstances  that  would  normally  affect 
the  time  reouired  to  handle  the  job  for  the 
Amy  on  a lot  inspection  basis. 

In  Preparing  Form  1019-2  Statement  of  Expenses 


(a)  Telephone  calls,  telegrams,  miscellaneous, 
transportation,  per  diem» 

(i)  Those  expenses  in  the  above  category 
which  you  estimate  as  chargeable  to 
the  Arniy,  show  in  the  usual  manner o 

(ii)  On  any  of  the  above  expenses  vjhich  you 
charge  to  the  c on trap tor ^ show  the  item 
and  its  cost,  but  omit  placing  it  in 
the  ’’Amount'*  column*  Place  a statement 
under  these  items  ’’Charged  to  contractor." 

(b)  Salary, 

(i)  Show  dates  inspector  assigned  to 
plant  and  total  number  of  hours  to 
complete  the  entire  contract  assign- 
ment, Do  not  show  the  amount  in 
the  "Amount"  column, 

(ii)  Under  this  entry  state  "At  contractor's 
request,  inspector  assigned  to  plant 
under  plant  inspection-pack  certifica- 
tion assignment  to  cover  the  specific 
product  under  this  contract," 

(iii)  Follow  the  above  statement  vjith  this: 
•"Estimated  time  required  to  handle 
assignment  for  the  Army," 

(iv)  Then  show  the  estimated  number  of  hours 
in  the  "Time  Given"  column,  ^i;,50  under 
"Per  Hour’*  and  the  amount  based  on  the 
estimated  number  of  hours  in  the  "Amount" 
column. 
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PRiilPAR/iTIOlJ  OF  BILLHIGS  FOR  G0VFRNKj2MT  AGF3^CI3S  SBCTIOH  6 

GOVSRI^Sl^IT  AGBl^^CY  lUSPiiCTICrT  R3^U:jSTS  (FOPtli  FV-^0;  QFUSC 

FORM  1019  (FOPIGRLI  NYQHPO-2!^);  FORi^l  CSS-IG  MD  OTHER  MODES  OF  RB^IUEST) 


(c)  Total. 

In  tho  line  'provided  for  ’’Total,"  type 
tills  sta 'cement  " estiiiia'bed  cliarges  to 
handle  assignment  for  Army”  and  then 
show  the  to'cal  of  your  estimated  charges 
for  expenses  and  salary  in  the  "Amount” 
colimnn  at  the  end  of  the  line. 

This  procedure  for  assessing  charges  does  not  appl3»'  'bo  regular 
plant  inspec'bion-pack  certification  or  -to  continuous  inspection 
where  the  processor  normall^^  requests  t’nis  service.  Neither  does 
it  apply  bo  inspections  where  a processor  or  distributor  has  re- 
quested ins'pection  on  a lot  to  determine  if  such  lot  is  sui*bable 
for  delivery  bn  a Government  contract  prior  to  receiving  the 
award. 

E Supplemental  FV-440  or  QMISG  Form  1019,  If,  after  the  FV-440  or 
QMISC  Form  1019  is  completed  and  mailed  and  additional  service  is 
rendered,  a supple-mental  FV-440  or  QMISC  Form  1019  should  be 
prepared  listing  the  additional  charges,  if  any. 

F Promptness,  After  all  inspections,  including  checkloading  or 
other  services  requested,  have  bejii  completed  and  certificates 
issued,  it  is  imperative  that  the  QMISC  Form  1019  or  FV-440  be 
COMPLETED,  CAREFULLY  CHECKED  FOR  ACCURACY  AND  DISTRIBUTED  AT  ONCE. 

G Distribution  of  FV-440  ^s  and  QMISG  Forms  1019  • 

1 When  charges  assessed  to  'bhe  Army : 

a Original  and  tiro  copies  of  completed  Statement  of 

Expenses  (QIUSC  Form  1019  or  FV-440)  to  the  Washington 
office, 

^ One  copy  of  completed  Statement  of  Expenses  (QMISC 
Form  1019)  to  the  QMIS  office  which  originated  the 
request. 

® One  copy  re'bained  in  field  office  files. 

NOTE:  Do  not  send  the  QkilS  a cony  of  the  completed 

QMISC  Form  1019  or  FV-440  when  charges  are  assessed 
to  any  agency  other  than  the  Army . 
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PR^PAMTION  OF  EILLU'IGS  FOR  GOVSRiriFNT  AGFNCIFS  SECTION  6 

GOVERNMiCi'IT  AGENCY  INSPECTION  REQUESTS  (FORM  FV-^O;  QMISC 

FORM  1019  (FORMERLY  NYQMPO-^);  FORM  CSS-18  Aim  OTHER  MODES  OF  REQUEST) 


2 When  charges  assessed  to  the  Navy: 

a Origrinal  and  one  copy  of  the  completed  Statement 
of  Expenses  (QMTSC  Form  1019  or  FV-440)  to  the 
Washington  office.  Attach  t\ro  blue  copies  of  each 
certificate  issued  on  the  contract  to  the  completed 
QMISC  Form  1019  or  FV-440.  This  includes  the 
certificate  copj'’  that  is  always  sent  to  the 
Washington  office, 

^ One  copy  retained  in  field  office  files. 

3 When  charges  assessed  to  a Government  agency  other  than  the 
Army  or  Naw; 

a Original  and  one  copy  of  completed  QMISC  Form  1019 
or  FV-440  to  yoxar  Washington  office. 

^ One  copy  retained  in  field  office  files, 

NOTE:  Only  ONE  original  of  each  FV-440  shall  be  forwarded 

to  Washington,  When  it  is  necessary  to  make  two 
typings  of  a FV-440  or  QMISC  Form  1019  in  order  to 
secure  sufficient  copies  for  proper  distribution 
the  original  of  the  second  set  shall  be  retained  in 
the  office  file, 

4 When  charges  assessed  to  vendor  on  Veterans^  Administration 

request:  Return  original  FV-^40  to  Washington  office  with 

notation-  "Contract  completed."  List  certificates  issued 
but  do  not  3JLst  any  charges  for  handling  asslgment. 
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SiJCTION  7 


^ ^^poso.  The  piirpose  of  ledgers  is  to  provide  an  accountability 
of  certificates  issued  by  the  office  and  a means  of  easily 
assembling  information  for  the  monthly  report,  A ledger  record 
is  to  be  maintained  of  each  and  every  inspection  made,  certificate 
issued,  charge  assessed,  and  money  collected  and  to  provide  other 
useful  information,  A loose  leaf’  binder  holding  sheets  11  x 17 
inches  in  size  (with  horizontal  but  not  vertical  lines)  should  be 
used  for  the  ledgers.  The  ledgers  may  be  maintained  in  one 
binder  and  all  the  information  may  be  entered  on  one  ledger  sheet. 
The  sheets  in  each  ledger  shall  be  assigned  a page  number  in 
numerical  sequence, 

^ ^Q^tificate  Ledgers  Maintained  Field  Offices, 

All  field  offices  must  maintain  separate  ledgers  according  to 
the  following  four  categories: 

(1)  FV-209a  - Accountability  Record  in  which 
commercial  inspections  are  incorporated, 

(2)  FV-147  - Accountability  Record  in  v;hich 
commercial  inspections  are  incorporated. 

(3)  Mscellaneous  Ledger, 

(4)  Government  Inspection  Ledger, 

1 Led.^er  Headin.srs  for  Certificate  Accountability  Record. 

Separate  certificate  accountability  ledgers  must  be 
maintained  for  Certificate  Form  FV-^09a  and  Certificate 
Form  P^-147,  Columns  in  each  of  these  ledgers  should 
be  headed  as  follov/s: 

(1)  Date 

(2)  Certificate  Number 

(3)  Applicant 

(4)  Product  (optional  \;ith  field  office) 

(5)  Type  and  Quantity  of  Product 

Inspected  (6  colimms) 

(a)  4 columns  headed  according  to 
requirements  of  office  - i.e.. 

Canned,  Frozen,  Dried,  Dehydrated,  etc. 

(b)  1 column  headed  Miscellaneous . 

(0)  1 coliomn  headed  Unofficial  Samples, 

(6)  Certificate  Fee 

(7)  Certificate  Expenses 

(S)  Other  Fee 

(9)  Other  Expenses 

(10)  Office  Fee  Bill  Number 

(11)  Date  Paid 

(12)  C.D,  Number  (or  Date  Transmitted) 
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LEDGER  RECORDS 


SEOTICa?  7 


All  certiricate  numbers  must  be  accounted  for  in  this  record 
including  those  which  for  one  reason  or  another  have  been 
marked  ''VOID”.  Entries  are  to  be  posted  to  this  record  daily, 
consecutively  by  certificate  s.jrial  mmiber.  Postings  are  to 
be  kept  separately  by  month.  Do  not  enter  certificates  for 
wliich  accoimtability  has  been  transferred  to  an  inspector  at 
a plant. 


^ To  Be  _Made  _F^or  Certificates  Covering  Commercial 

Jjlsp.Q c~bions  in  the  C erj^f ijj^  Accoimtability  Ledgers , 

(1)  “ Enter  date  of  certificate.  This  may 

or  may  not  be  the  date  on  which  the  certificate 
is  actually  t3rped, 

(2)  Certificate  No,  - Enter  in  numerical  sequence. 
The  entire  ninnber  need  not  be  entered  for 
each  certificate.  The  entire  number  shall 

be  entered  at  least  at  the  start  of  each 
ledger  sheet  and  at  the  start  of  each  new 
series  of  numbers.  In  case  of  appeal  in- 
spection enter  the  certificate  number  in  red 
ink  and  then  the  \/ord  sustained  or  reversed. 
This  information  is  to  be  reported  on 
monthly  report  form  FV-370  and  in  accordance 
with  instructions  in  Section  9. 

(3)  Applicant  - Enter  name  of  applicant  requesting 
inspection  and  assuming  liability  for  in- 
spection charges  or  Government  agency 
requesting  inspection, 

(4)  Product  - If  the  field  office  so  desires 
a column  may  be  provided  for  the  name  of 
the  product, 

( 3 ) Type  _aM  Qnan t ij:y;  _qf  ,^p_duc t Inspected , 

(a)  Four  columns  headed  (according  to  the 
requirements  of  the  office)  canned, 
frozen,  canned  marine,  dried  or  other 
items  listed  on  reverse  of  FV-370, 

Enter  under  the  proper  heading  the 
quantity  of  products  represented  by 
the  certificate  in  terms  of  cases, 
pounds,  or  gallons  except  iinofiicially 
submitted  samples . 
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Miscellaneous  -.Enter'  in  terms  of  cases, 
pounds , or  gallons  the  qus.ntity  of 
products  represented  by  the  certificate 
for  v/hich  a separate  column  has  not  been 
provided,  Folloi\dng  the  number  of  cases, 
pounds,  or  gallons  note  the  name  or 
class  of  commodity  (e.g,,  canned  marine, 
dehydrated,  sugar,  etc.), 

(c)  Unofficially  submitted  samples.  When- 
ever the  actual  quantity  represented  by 
unofficially  submitted  samples  is  knovm, 
such  actual  qiiantity  is  entered,  V/hen 
the  actual  quantity  is  not  knovm,  use 
the  conversion  tables  v/hich  appear  at  the 
end  of  this  section  to  arrive  at  the 
"estimated  quantity  represented,"  In 
either  case,  enter  in  terms  of  cases, 
pounds,  or  gallons  the  quantities  thus 
represented.  Note  the  name  or  class  of 
the  commodity  folloi/ing  the  entry  of 
quantity  (e.g.,  canned,  frozen,  dried, 
dehydrated,  flovir,  fresh  prepared  fruits 
or  juices,  oils,  bulk  products,  etc,), 

(6)  Certificate  Fee  - Enter  the  fee  assessed  for 
inspection.  Include  any  charges  for  analyses 
and  sampling  time, 

(V)  Certificate  Expenses  - Enter  charge  assessed 
for  transportation,  bridge  tolls,  per  diem, 
communications,  express  charges,  and  other 
items  of  expense  incident  to  inspection. 

(8)  Other  Fee  - Enter  charges  assessed  for  services 
other  than  inspection,  such  as  checkloading, 
score  sheets,  extra  copies  of  certificates, 
etc,,  that  are  included  on  the  same  fee  statement 
v/ith  the  certificate , 

(9)  Other  Expenses  - Enter  charges  assessed  for 
transportation,  bridge  tolls  and  other  expense 
"incident  to  services  other  than  inspection",  such 
as  checkloading,  score  sheets,  etc,,  that  are 
included  on  the  same  fee  statement  \^dth  the 
certificate, 

(lO)  Office  Fee  Bill  Number  - Enter  office  fee  bill 
number. 
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(11)  Date  Paid  - Enter  the  date  payment  received 
or  the  date  unpaid  bill  forv/arded  to 
Washington  for  collection^ 

(12)  C,D«  Humber  or  Date  Transmitted  - This  column 
v/ill  serve  as  a ’’Register  Collections”  re- 
quired by  departmental  administrative  in- 
structions. 

All  offices  which  make  their  own  deposits 
should  head  this  coliJmn  ”C.D,  Number”  and  post 
the  Certificate  of  Deposit  serial  number  in 
the  space  so  provided. 

All  offices  which  forward  collections  to 
. . Washington,  D,  C,,  or  another  office  for 

deposit  should  head  this  column  "Date 
Transmitted”  and  post  the  date  the  re- 
mittance is  transmitted  for  deposit. 

In  the  case  of  bad  debts  which  are  forwarded 
to  VJashington  for  collection,  a notation 
should  be  made  in  this  column  in  red  ink  as 
follows:  'T’wd.  Wash.”  As  previously  indicated 
the  date  on  which  the  account  is  mailed  to 
Washington  for  collection  v/ill  be  posted  in 
the  adjoining  ’’Date  Paid”  column. 

^ Entries  To  Be  Made  in  Certificate  Accountability 
Ledgers  For  Certificates  Coyer ing  Inspections 
For  Government  Agencies . 

(1)  Wlien  the  certificate  covers  an  inspection 
for  a Government  agency  and  the  charges  are 
assessed  on  Form  FV-440  or  NYQMPO-442  make 
the  proper  entries  under  ’’Date,  Certificate 
Number,  and  Applicant”  and  enter  the  office 
number  (See  instructions  for  Govt,  Contract 
Ledger)  under  Fee  Bill  No,  Do  not  make 
entries  under  the  roMining  headings, 

(2)  When  the  certificate  covers  an  inspection 
for  a Government  agency  and  the  charges  are 
assessed  to  the  contractor,  treat  as  a 
commercial  inspection,  making  entries  under 
all  the  appropriate  headings  including 
clia.rges  and  quantity  inspected, 

c Ent^es  Age ountabili ty 

Ledgers  For  Void  .CertACipA"^s»  Enter  only  the 
numbe"r  under  ”Certificate  No.*’’  follov/ed  by  the  word 
"VOID.” 
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^ Entries  To  Be  Made  in  Certificate  Accountability 
Ledgers  Eor  Corrected  Certificates , 


(1)  When  the  charges  and  quantity  inspected 

remain  the  same  as  listed  under  the 
certificate  which  it  supersedes,  enter  only 
the  date,  certificate  no,  and  applicant, 
follovxed  by  the  statement  (Supersedes 
Certificate  No. )”, 

(2)  When  either  or  both  the  charges  and  quantity 
inspected  are  different  than  those  listed 
under  the  certificate  v/hich  it  supersedes 
make  the  following  entries: 

(a)  Date 

(b)  Certificate  Number 

(c)  Applicant 

(d)  Product 

(e)  T^'-pe  and  Quantity  of  Product  Inspected  - 
enter  only  the  increase  or  decrease  if 
any  in  quantity  inspected  - do  not  enter 
total  inspected, 

(f)  Certificate  Charges  - Enter  only  the 
increase  or  decrease  (if  any)  in 
charges  - do  not  enter  total  charge, 

(g)  Office  Fee  Bill  No,  (Show  Number  of 
corrected  Fee  Bill) , 

(h)  Enter  the  statement  "Supersedes  Certifi- 
cate No^>  " under  any  columns  in 

which  no  other  entry  appears. 


Note:  If  the  charges  or  quantity  inspected  are 

less  than  those  listed  under  the  super- 
seded certificate,  then  the  amount  of 
the  shordA  -Shovm  _in  red  and 

subtracted  from  the  other  entries  \xhen 
the  coliiim  is  totaled. 


2 Mscellaneous  Ledger , 

A sepa.rate  ledger  record  should  be  maintained  for  recording 
miscellaneous  items  such  as  certificates  of  loading,  score 
sheets,  extra  copies  of  certificates,  etc.,  that  are  not 
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on  the  same  fee  bill  v/ith  the  certificate.  This 
ledger  vail  also  include  continuous  inspection  bills,  plant 
inspection-pack  certification  bills  and  other  miscellaneous 
reports  or  bills. 

Headings  for  the  columns  should  be  as  follov/s; 

Date 

Certificate  or  Report  Number 

Applicant 

Product 

Type  and  Quantity  of  Product  Inspected 
(6  columns  as  listed  under  Certificate 
Accountability  Ledger) . 

Fee 

Expenses 

Office  Fee  Bill  Number 

Date  Paid 

C.U,  or  Date  Transmitted 

a Date  - Enter  date  of  neport,  fee  statement  or 
commercial  statement, 

^ Certificate  or  Report  No,  - If  the  report  is 
identified  by  a number,  post  such  number  in  this 
space.  Formal  certificate  numbers  shall  not  be 
entered  in  this  ledger  except  vfhen  extra  copies  of 
the  certificate  are  typed  and  have  not  been  included 
on  the  same  fee  statement  v;ith  the  original  number  of 
the  inspection  certificate. 

This  column  should  be  used  to  identify  the  type  of 
service  rendered  for  example,  L,R,  may  be  used  to 
indicate  Letter  Report  and  CK,  LD,  for  Checkloading, 

c Applicant  - Enter  name  of  cvistomer  requesting 
service  and  assuming  liability  for  charges  (e.g,, 
name  of  plant  operating  under  continuous  or  plant 
inspection-pack  certification,  Government  agency, 
or  other  applicant.) 

d Product  - Enter  name  of  product  if  applicable. 

® Type  and  Q3^ntitx  of  Product  Inspected  - Enter  under 
the  proper  headings  the  quantities  of  products  in- 
spected, vdiich  have  not  previously  been  reported  in 
any  of  the  other  ledger  records.  Include  the  quantity 
checkloaded  and  quantities  and  type  of  product 
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inspected  under  plant  inspection-pack  certification 
assignments.  Information  relating  to  pack  certi- 
fication should  be  reported  at  the  close  of  each 
month  on  the  "Monthly  Time  Sheet"  by  the  inspector 
assigned  to  the  plant.  Do  not  include  any  quantities 
inspected  under  Continuous  Inspection . 

^ Eee  - Enter  charge  assessed  for  services,  except 
those  reported  on  FV-440  or  QMISC  Form  1019. 

g Expenses  - Enter  charge  assessed  for  expenses 
incident  to  services  rendered,  except  those 
reported  on  FV-440  or  QMISC  Form  1019. 

^ Office  Fee  Bill  No,  - Enter  fee  statement  number. 

When  a comriiercial  inspection  bill  is  issued  enter 
the  period  covered  by  the  bill  (e.g.,  Jan,, 

Jan.  1-15,  etc,).  When  charges  are  reported  on 
FV-4i^0  or  NYQMPO-442  enter  the  office  number 
assigned  to  the  request, 

^ Date  Paid  - Enter  date  payment  received. 

J C,D,  Number  or  Date  Transmitted  - Same  as  certificate 
accountability. 

3 Government  Inspection  Ledger, 

A separate  ledger  record  should  be  maintained  listing 
all  FV-440 *s  and  NXQMP0-442’s  received  or  prepared  by  the 
office  for  which  charges  v/ill  be  billed  to  the  Government 
agency. 

The  following  information  should  be  entered  in  the  ledger, 
as  may  be  applicable,  (l)  at  the  time  t.M  request  is  re- 
ceived, (2)  at  the  time  the  request  is  pjt*epared,  (3)  at 
time  of  completion  of  assignment.  Headings  for  the 
colimins  of  the  ledger  should  be  as  follows; 

Date  Received 

Certificate  Number  (if  desired) 

Government  Agency 

Contract,  P,  0„  or  Reference  Number 

Product 

Contractor 

Location 
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Office  No, 

Date  Completed 
Fee 

Expense 

Type  and  Quantity  of  Pi’oduot  Inspected 
(2  or  more  columns) 

Container  Size  (if  desired) 

^ Date  Received  - Self  explanatory. 

b Certificate  Number  - This  column  may  be  used 
to  enter  the  certificate  number;  however,  if 
numerous  certificates  are  involved  it  is  not  necessary 
that  they  be  included  in  this  section  of  the  ledger, 

c Government  Agency  - Self  explanatory, 

d Contract  P,  0,  or  Reference  No.  - Self  explanatory. 

e Commodity  - Self  explanatory. 

f Contractor  - Self  explanatory. 

g Location  - Location  of  product  to  be  inspected. 

^ OtFice  Number  - At  the  time  the  request  is  received 
or  prepared  an  ’’office  number"  shall  be  assigned 
for  record  purposes.  This  office  number  should 
start  idth  "1"  idth  each  fiscal  year  and  should 
shov;  the  prefix  of  the  field  office  (to  be  approved 
by  the  District  Office) , the  assigned  number  and 
the  Fiscal  Year.  The  office  number  should  be 
entered  on  the  request  form  at  the  time  it  is 
assigned  (See  Section  6)  and  may  be  either  typed  or 
applied  idth  pen  and  ink-v 

Example;  ’’CH-20-56"  means  Chicago,  20th 

Government  Agency  Request,  fiscal 
year  1956. 

i Date  Completed  - Enter  the  date  the  FV-440  and  QMISC 
Form  1019  is  completed. 

j Fee  - Enter  the  fees  that  are  reported  on  the 
FV-440  or  QMISC  1019.  not  enter  any  charge 
assessed  to  the  contractor, 

k Expenses  - Enter  any  expenses  that  are  reported 
on  the  FV-440  or  QMISC  Form  1019. 
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^ Type  and  Qua.ntity  of  Produot  InsDected  - Enter 
quantity  inspected  for  which  fees  and  expenses 
are  being  reported  on  FV-440  or  QMISC  10X9#  Do 
not  enter  any  quantities  inspected  for  vfhich 
charges  are  assessed  to  the  contractor  and  which 
are  reported  as  a comraercial  inspection.  Generally 
t\TQ  columns  m.11  be  adequate,  one  for  cases  and  one 
for  pounds I however,  additional  columns  may  be 
added  to  meet  the  needs  of  the  individual  office, 

^ Container  S iz e - Enter  n\imber  of  containers  per 

case  and  size  of  container  (e,g,,  6/l0,  24/2-1/2,  etc,), 

C Certificate  Le dg;er s ifeintaiji^ JBx  Ins_pectprs  As s igned  to  Plants , 

A ledger  record  should  be  maintained  for  all  certificates 
issued  at  a plant  operating  under  "continuous  inspection"  or 
"plant  inspection-pack  certification".  This  record  should 
shov/  at  least  the  certificate  nujnbers  in  numerical  sequence 
and  the  date  the  certificate  was  issued. 

When  the  plant  assignment  ip  completed  the  ledger  record  should 
be  transmitted  to  the  office  wliich  supervises  the  assignment, 

^ The  jylonth. 

Preliminary  to  preparing  the  monthly  report  the  ledger  records 
: should  be  handled  in  the  manner  specified  herein,  as  may  be 

applicable; 

1 Gjertificate  Accountability  and  Mscella^napus  Le^^ 

The  certificate  accountability  and  miscellaneous  ledgers 
shall  be  closed  at  the  end  of  each  month  and  the  fee, 
and  quantity  inspected  columns  totaled.  The 
ledgers  should  be  closed  v/hen  I certificates  and  reports 
typed  during  the  month  and  coiniercial  inspection  bills 
covering  the  month  are  posted.  Normally,  the  ledger 
records  are  closed  as  of  the  last  working  day  of  the  month. 

All  certificates  typed  as  ox  the  close  ox*  business  for  this 
last  v/orking  day  should  be  posted  and  included  in  the 
current  month  records  prior  to  closing  the  ledger.  Any 
certificates  which  may  be  typed  during  the  follov/ing  month 
should  be  included  in  the  next  month's  records,  regardless 
of  the  date  of  the  inspection  certificate.  The  total  for 
the  month  of  the  fee  and  expense  columns  in  the  certificate 
and  miscellaneous  ledgers  v;ill  equal  "Total  Assessed"  to 
be  reported  on  the  front  of  Monthly  Report  FV-370, 
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At  the  end  of  the  month  tho  total  anoiint  assessed  on  Fee 
Bills \(F.V-3 76)  and  Commercial  Inspection  Bills  (FV-230) 
remaining  in  the  unpaid  file  must  be  in  exact  agreement 
T-dth  the  amounts  in  these  ledgers  which  do  no't  show 
postings  in  "Date  Paid"  column.  It  is  very  important 
the  open  items  in  the  ledger  record  be  reconciled  at 
the  end  of  each  month  v/ith  ^die_  unpaid  bills  in  the  fi.lo.s 
and  the  micollected  l^lance  reported  jm  F orm  FV'_-»3.7Q  • 

^ Government  Inspection  Ledger , 

This  ledger  should  not  be  closed  at  the  end  of  each  month, 
but  should  remain  an  open  ledger  until  the  end  of  the 
fiscal  year.  It  vdll,  however,  be  necessary  to  recapitulate 
all  Statements  of  E^cpense  on  Governiaent  Requests  (440  *s 
and  442 *s)  that  are  completed  during  the  month  in  order 
that  the  pertinent  information  may  be  transposed  to  the 
Monthly  Report  (FV-370) , Also  a breakdovm  sheet  is  pre- 
pared for  requests  completed  during  the  month  and  is 
submitted  with  the  montlily  report. 

At  the  end  of  each  fiscal  year  the  Government  ledger 
records  must  be  closed  even  though  all  requests  have 
not  been  completed  aa  of  June  30 . This  means  that 
all  charges  and  expenses  incurred  during  the  fisca.l  year 
must  be  reported  as  a part  of  that  fiscal  years  business. 

If  the  inspection  request  is  not  comp3-eted  as  of  Jime  30 , 
any  charges  incurred  up  to  and  including  June  30'  must 
be  reported  in  the  June  monthly  report;  ho\7ever,  the 
Statement  of  Expense  (440-1019)  should  not  be  completed 
and  forv/arded  to  V/ashington  until  such  time  as  the 
assigment  is  complete*  All  incompleted  inspection 
requests  should,  be  re-entered  in  the  Government  ledger 
record  for  the  next  fiscal  year  and  any  charges  incurred 
after  June  3C  should  be  posted  in  the  new  fiscal  year, 

E Of  Used  Ledger  Sheets . 

Used  led;ier  sheets  may  be  removed  from  the  ledger  as  necessary. 

They  should  be  filed  by  ledger  in  an  orderly  manner  and  in 

page  number  sequence. 
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F TABLE  FOR  GOiT/ERTIlIG  UNOFFICIALLY  SUBMITTED  SAMPLES  TO  CASES, 
POUNDS  OR  GALLONS 

1 E?rplanatiQn  of  Tables 

a TABLE  I Canned  .3^oduct_s 

This  table  is  to  be  used  in  determining  the  approximate 
number  of  _ca_s_e s.  represented  by  unofficially  drawn 
samples  of  Canned  or  Bottled  Fruits  and  Vegetables 
and  Related  Products  including  Canned  Marine  Products. 

(1)  Any  type  of  container  of  less  volume  than  a 
No.  300  size  can  (300  x 407). 

(a)  Each  8Z  short  (packed  72  cans  per  case) 
will  represent  67  cases. 

(b)  Each  No.  211  (baby  food)  (packed  24  per 
case)  \7ill  represent  200  cases, 

(c)  Each  No.  1 Picnic  (packed  4B  per  case) 
will  represent  100  cases. 

(2)  Any  type  of  container  equal  to  that  of  a 
No.  300  size  can  (300  x 407)  or  greater  but 
not  exceeding  that  of  a No.  3 cylinder  size 
can  (404  X 700) . 

(a)  Each  No.  1 Tall  (packed  43  per  case) 
will  represent  50  cases. 

(b)  Each  Ho.  3 cylinder  (packed  12  per  case) 
will  represent  200  cases, 

(3)  Any  type  of  container  01  a volume  exceeding 
that  of  a No,  3 cylinder  size  can  (404  x 700) 
but  not  eicceediiig  that  of  a No.  12  size  can 

(603  X 812) . 

(a)  Each  No.  10  can  (packed  6 per  case)  will 
represent  200  cases, 

(b)  Each  No.  12  can  (packed  4 per  case)  will 
represent  300  cases, 

(4)  ^3^y  type  of  container  of  a volume  exceeciing 
that  of  a No,  12  size  can  (603  x 812) • 
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(a) ‘  If  the  sample  is  in  the  original 

container  (for  instance  a 5 gallon 
can  packed  2 per  case)  each  container 
will  represent  50  cases. 

(b)  If  the  sample  is  a sub-sample 
(4  ounce  jar,  2 pound  sample  or 
any  other  size  sub-sample)  handle 
under  MISCELUNEOUS  PRODUCTS  TABLE  V. 

b TABLE  II  Frozen  Products 

This  table  is  to  be  used  in  determining  the 
approximate  number  of  pounds  represented  by 
unofficially  drawn  samples  of  Frozen  Fruits  and 
Vegetables  and  Frozen  Single  Strength  and  Concentrated 
Fruit  Juices. 

(1)  Any  type  of  container  of  one  pound  or  less 
net  weight, 

(a)  Each  6 ounce  sample  container  v/ill 
represent  900  poimds. 

(b)  Each  14  ounce  sample  container 
represents  2100  pounds. 

(2)  Any  type  of  container  over  one  pound  but 
less  than  four  pounds, 

(a)  Each  2 1/2  poimd  sample  represents 
(2  1/2)  (loOO)  or  4>000  pounds. 

(b)  Each  3 pound  sample  represents  (3) 

(l600)  or  4S00  pounds, 

(3)  Any  type  of  container  four  pounds  or  more 
but  less  than  10  pounds  net  weight. 

(a)  Each  5 pound  sample  represents  (5) 

(1200)  or  6,000  pounds. 

(b)  Each  8 pound  container  represents  (8) 
(1200)  or  9, Goo  pounds, 

(4)  Any  type  of  container  ten  pounds  or  more 
net  v/eight. 
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(a)  Each  10  pound  can  represents  (lO) 

(4000)  or  4^000  pounds.^  , 

(b)  Each  sub-sample,  irrespective  size^ 
represents  4j000  pounds. 

c TABLE  III  Qried,.  Fruits 

This  table  is  to  be  used  in  determinin':?  the  aoproximate 

Ox.. 

number  of  jQounds  represented  by  unofficially  draim 
samples  of  Dried  Fruits. 

(1)  Any  type  of  con'bainer  not  exceeding  three 
pounds  net  v/eight, 

(a)  Each  8 ounce  sample  will  represent 
IfiOO  pounds 

(b)  Each  16  ounce  sample  will  represent 
^00  pounds, 

(c)  Each  2 pound  container  will  represent 

(2)  (2400)  or  4^00  pounds, 

(2)  Any  type  of  container  larger  than  3 pounds 
but  less  than  25  pounds  net  weight, 

(a)  Each  4 pound  sample  container  will 
represent  (4)  (1200)  or  4^00  pounds, 

(b)  Each  10  pound  container  v/ill  represent 
(10)  (1200)  or  12,000  pounds, 

(3)  Any  type  of  container  25  pounds  or  more  net 
weight, 

(a)  Each  container  or  sub-sample  will 
represent  3,000  pounds, 

d TABLE  IV  Del^c^_a teji  Fruits  and  Ve,:<-e tables 

This  table  is  to  be  used  in  det^-rmLning  the  approximate 
number  of  igounds  represented  by  unof '^icially  submitted 
sampl;.s  of  Dehydnated  Fruits  and  Vegetables, 

(1)  Any  type  of  container  5 pounds  or  less  net 

weight. 
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SECTION  7 


(a)  Each  12  ounce  sample  container  in.ll 
represent  (3/4)  (2400)  or  3^00  pounds. 

(b)  Each  4 pound  saiaple  container  will 
represent  (4)  (2400)  or  9^00  pounds, 

(2)  Any  type  of  container  over  5 pounds  net 
v/eight, 

(a)  Each  8 ounce  sub-sample  represents 
4p00  pounds, 

e TABLE  V Miscellaneous  Products 

This  table  is  to  be  used  in  determining  the  approximate 
number  of  pounds  or  represented  by  unofficially 

submitted  samples  of  products  not  specifically  covered 
in  the  foregoing  tables  and  v/ill  include,  but  is  not 
limited  to,  such  items  as  Sugar,  Barreled  Sauerkraut, 
Honey  in  Drums,  Picld.es  in  Barrels,  Vinegar  in 
Barrels,  etc, 

(1)  Any  type  of  product  normally  merchandised  on 
a weight  basis, 

(a)  Each  sample  of  bulk  Sauerkraut  represents 
1500  pounds, 

(b)  Each  sample  of  Sugar  represents  1500 
pounds , 

(2)  Any  type  of  product  normally  merchandised  on 
a volume  or  fluid  measure  basis. 

(a)  Each  sample  of  Vinegar  represents  150 
gallons, 

(b)  Each  sample  of  Olive  Oil  represents  150 
gallons. 
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CAlfl'I-iD  FRUITS  AND  VSGliTABLES  AND  CANNED  FRUIT  AND  VEGETABLE  PRODUCTS,  INCLUDING  TOMATO  PRODUCTS, CANNED 
piARINS  PRODUCTS,  AND  SUCH  OTH®  PRODUCTS  SUCH  AS  PEANUT  BUTT  H,  PICKLES  AVD  PICKLE  RELISHES,  puiRPiALADES 
HONEY,  MAPLE  SYRUP,  FRUIT  PULPS  AND  JAIC,  SINGLE  STREPTGTH  AND  CONCENTTLlTED  CITRUS  JUICOS,  GRAPE  JUICES, 
APPLE  JUICES,  FRUIT  JELLIES  AND  VINEGAR. 
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SECTION  8 


TIME  AND  ATTENDANCE  REPORT  - SF-1130 

REPORT  AND  CERTIFICATION  OF  ORDERED  OVERTIME  - AMS-152 

REQUEST  FOR  COMPENSATORY  TE'iE  - AI'^-322 

REPORT  AND  CERTIFICATION  OF  NIGHT  DIFFEREI'ITIAL  - AD-555 

APPLICATION  FOR  LEAVE  - SF-71 


A Purpose « The  p-urpose  of  this  instruction  is  to  provide  field 
offices  with  assembled  pertinent  infoi'mation  which  will  enable 
them  to  more  easily  iiiaintain  and  report  records  of  all  hours 
worked  and  all  leave  taken  b3^  those  eraployees  assigned  to  the 
field  office,  and  to  provide  guidance  in  carrying  out  other 
related  policies  of  the  Branch.  In  the  event  any  departmental 
fiscal  personnel  regulations  should  be  issued  that  conflict  with 
any  instruction  outlined  herein,  such  new  regulations  must  be 
followed  and  will  serve  as  an  amendment  to  these  instructions. 

All  field  offices  are  instructed  to  i.iaintain  current  files  of 
fiscal  and  personnel  regulations  with  which  they  are  supplied. 

The  responsibility  for  maintenance  of  records  and  prompt 
submission  of  reports  rests  with  the  Officer- in-Charge. 

B Forms  SF-1130,  AMS-152,  AMS-322,  AD-555  and  SF-71  are  used  to 
report  all  hours  xJorked  and  all  leave  taken  by  each  employee. 

C Basic  Work  Week.  The  first  I4.O  hour's  worked  will  establish  the 
basic  work  week  of  employees  assigned  to  ing)ection  and  grading 
duties.  The  UO  hours  must  be  spread  over  not  more  than  6 days 
during  the  week. 

D Annual  and  Sick  Leave.  Annual  and  sick  leave  may  be  granted  in  , 
periods  of  one  hour  or  multiples  of  one  hour,  provided  the 
number  of  hours  actually- worked  plus  the  hours  of  leave  does  not 
exceed  8 hours  on  the  day  leave  is  taken,  or  the  number  of  hours 
actually  worked  plus  the  leave  hours  taken  does  not  exceed  kO 
hours  for  the  x^reek.  For  exanple,  if  an  employee  xiorks  2 hours 
on  Tuesday  and  then  becomes  ill,  6 hours  sick  leave  may  be 
charged  on  that  day,  provided  he  xrorks  not  more  than  3h  hours 
during  the  week|  however,  if  he  x:orks  36  hours  during  the  week, 
only  h hours  sick  leave  may  be  charged  on  Tuesday* 

E Night  Differential.  Night  differential  is  applicable  to  the  hours, 
between  6:00  p.m.  and  6:00  a.m*,  regardless  of  whether  Standard 
Time  or  Daylight  Saving  Time  is  observed.  Night  differential  may 
apply  to  all  hours  worked  during  the  night  differential  period  that 
fall  within  the  first  UO  hours  xiien  an  employee  is  assigned  to  a 
shift  of  wliich  all  or  a part  of  the  time  falls  witliin  the  night 
differential  period. 
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TBffi  AW  ATTEI^ANCE  REPORT  - SF-1130 

REPORT  A.^ID  CERTIFICATION  OF  ORDERED  OVERTBE  - AiyB-l52 
REQUEST  FOR  COIiPENSATaiY  THE  - AI^S-322 
REPORT  Ar®  CERTIFICATION  OF  NIGHT  DIFFERENTIAL  - AD-555 
APPLICATION  FOR  LEAVE  - SF-71 


F Holiday  Compensation#  The  holidays  observed  by  the  Department  are: 
January  1 - February  22  - May  30  - July  k - the  first  Monday  in 
September  - November  11  - the  fourth  Thursday  in  November  - 
December  25,  and  any  day  designated  as  a holiday  hj  Executive  Order# 
Employees,  other  than  WAE  employees,  are  authorized  to  be  absent 
without  charge  for  leave  on  such  holidays  that  fall  within  the  basic 
x^ork  xieek  (first  UO  hours).  Ho^jever,  emploj^ees  assigned  to  plants 
xiThich  may  operate  on  a holiday  are  authorized  to  xjork  on  such 
holidays  whenever  the  assigni.ient  requires  their  services  on  such 
holiday. 

The  folloxTing  parar^raphs  enumerate  some  of  the  basic  principles 
for  granting  credit  or  compensation  for  holidays  observed  by  the 
Department : 

1 When  all  or  part  of  a holiday  falls  within  the  basic  work 
week  (first  UO  hours),  credit  will  be  given  for  the  number 
of  hours  (not  to  exceed  G ho-urs)  that  fall  within  the 
first  kO  ho-urs.  For  example,  if  35  hours  are  vjorked  prior 
to  the  holiday,  a credit  of  5 hours  will  be  given  and  in- 
cluded under  the  “First  UO  Hour”  colximn  of  the  T&A  form  for 
the  holiday,  regardless  of  x-rhether  or  not  work  is  performed 
on  that  day.  If  UO  hours  are  x-rorked  prior  to  the  holiday, 
then  no  credit  will  be  given  for  the  holiday,  except  as 
provided  for  in  paragraph  F U belowo 

2 When  work  is  performed  on  a holiday  the  nxamber  of  hoxirs 
x-rorked  (not  to  exceed  8)  that  fall  x-iithin  the  first  UO 
hours  x-rill  be  paid  to  the  employee  and  should  be  reported 

on  Form  AiIS-l52  for  cash  payment  at  the  regular  hourly  rate. 

Any  hoxirs  worked  on  a holiday  in  excess  of  8 ho-urs,  or  after 
the  completion  of  the  first  UO  hoxirs,  shall  be  considered  as 
part  of  the  first  I4.0  hours,  or  as  compensatory  time, 
whichever  is  applicable.  For  example,  if  10  hours  are  worked 
on  a holiday  falling  on  Monday,  a credit  of  10  hoxirs  xjill  be 
entered  xmder  the  “Reg-ular“  column  of  the  T&A  report  and  8 
hours  will  be  reported  on  Foim  AhS-l52  for  cash  payment  to 
the  employee  at  the  regular  hourly  rate.  Hoi^rever,  If  10 
hours  are  worked  on  a holiday  falling  on  Friday,  and  36 
hours  are  xjorked  prior  to  Friday,  then  U hoxirs  will  be 
entered  in  the  ”Iiegxilar“  column  of  the  T^  report,  6 hoxirs 
will  be  entered  in  the  “Compensator^^  Time”  column  of  the 
T&A  report  and  h hoxirs  will  be  reported  on  Form  AIB-152 
for  cash  payment  to  the  employee  at  the  regular  hourly  rate. 
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TIME  AW  aTTEUDANCE  REPORT  - SF-1130 

REPORT  AND  CERTIFICATION  CF  ORDERED  OVERTB'E  - AIiS-lS2 

REQUEST  FOR  CaiPENSATCRY  TE-ffi  - AiIS-322 

REPCET  AW  CERTIFICATION  OF  NIGHT  DIFFEREl'^IAL  - AD-555 

APPLICATION  FOR  LEAVE  - SF-?1 


3 Whenever  a holiday  falls  on  Sunday  an  employee  whose  basic 
work  week  does  not  include  Sunday  may  be  excused  from  work 
on  the  next  day  of  his  basic  work  week*  If  circumstances 
necessitate  that  the  employee  work  all  or  part  of  such 
follovTing  day,  the  employee  shall  be  excused  from  work  at 
some  later  date  within  his  basic  work  week  for  the  number 
of  hours  worked,  but  not  to  exceed  8#  Any  hours  worked  on 
such  holiday  shall  be  reported  in  the  “Regular"  column  of  the 
T&A-  report*  Hox^rever,  no  hours  shall  be  reported  on  AI^S-l52 
for  cash  payment, 

1;  Whenever  Thanksgiving  Day  or  Labor  Day  fall  on  a day  outside 
the  basic  work  week  an  emploj^ee  may  be  excused  from  work 
on  the  next  day  of  his  basic  work  week.  However,  if  circum- 
stances necessitate  that  the  employee  work  on  such  following 
day,  handle  as’  in  F 3 above. 

G Time  and  Attendance  Report  - SF-113q,^. 

1 Purposes  The  T&A  report  is  an  accountability  record  of 
the  number  of  hours  worked,  nximber  of  hours  leave  taken, 
leave  accruals,  and  balances  for  each  payroll  period.  In 
accordance  with  General  Accounting  Office  Regulations, 
payrolls  must  be  prepared  by  the  Fiscal  Branch  on  the 
basis  of  actual  T&A  reports  submitted  by  supervisors. 

Accuracy  of  preparation  and  prompt  distribution  will 
prevent  delay  in  the  issuance,  of  salarj^-  checks, 

2.  Preparation.  The  procedure  for  preparing  T&A  Form  SF-1130 
is  outlined  in  detail  in  AMS  Instruction  No,  iiU5-lo  Officers— 
^in-Charge  and  timekeepers  should  study  and  reviexr  this 
instruction  quite  carefully  in  order  that  the  T&A  reports 
my  be  properly  prepared. 

The  following  additional  comments  will  supplement  departmental 
instructions  ard.  assist  in  the  preparation  of  the  report: 

a T&A*s  must  be  posted  daily  except  in  the  case  of 
'inspectors  assigned  to  plants,  in  which  case  T&A*s 
are  to  be  prepared  at  the  end  of  the  payroll  period 
fr an  thb  Time  Sheet  (See  Section  3)* 
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TIME  AND  ATTEIIDANCE  REPCRT  - SF-1130 

REPORT  AW  CERTIFICATION  OF  OFDEEED  OVERTIME  - AiyS-«l52 

REQUEST  FOR  COMPENSATORY  TIME  - AMS-322 

REPCRT  AMD  CERTIFICATION  OF  NIGHT  DIFFEREl'JTIAL  « AD-555 

APPLICATION  FCR  LEAVE  - SF-71 


b T&A*s  are  to  be  submitted  for  all  employees  under 
the  Of f icer-in-Charge * s supervision  at  the  close  of 
each  payroll  period.  Copy  of  TccA*s  for  newly  assigned 
personnel  should  be  obtained  from  last  post  of  duty 
or  from  the  District  Supervisor. 

c When  the  employee  works  fitre  8 hour  days  (Monday 
through  Friday),  a check  mark  (\/)  denotes  8 hours 
in  pay  status. 

d For  employees  whose  first  iiO  hours  worked  establishes 
the  basic  work  week  (this  applies  to  most  employees 
assigned  to  plants)  — 

(1)  Enter  "First  UO  Hours"  in  the  upper  right 
hand  block  "Hours  of  Duty  in  H/D  or  Other 
Than  Regular." 

(2)  Under  the  column  "Regular,"  enter  the  actual 
number  of  hours  in  pay  status  (in  multiples 
of  not  less  than  l/2  hour)  opposite  the 
appropriate  day  up  to  a total  of  I4.O  hours. 

"Pay  status"  means  hours  worked  plus  hours 
compensatory,  annual  or  sick  leave  granted, 
plus  any  hours*  credit  due  for  a holiday. 

Do  not  enter  more  than  UO  hours  per  week 
in  this  column.  Insert  a zero  (o) in  cases 
of  non— pay  status  for  an  entire  work  day. 

(3)  Under  "Compensatory  Time  'Worked,"  enter  only 
those  hours  worked  in  excess  of  the  first  I4.O 
hours  shovm  in  the  "Regular"  column.  Compen- 
satory tim.e  cannot  be  earned  until  after  the 
total  hours  worked,  plus  any  credit  for  a 
holiday,  equals  UO  hours.  All  hours  reported  in 
this  column  must  be  supported  by  AMS-322, 
"Request  for  Compensatory  Tiiie,"  signed  by 

the  employee  and  attached  to  SF-1130. 

(U)  Annual,  sick  and  conpensatory  leave  cannot  be 
charged  for  holidays  or  during  xfeeks  in  which 
the  employee  has  actually  x^^orked  I4.O  hours 
(including  credit  for  holiday). 
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TE-iE  AND  ATTENDANCE  EEPORT  - SF-U30 

REPORT  AW  CERTIFICATION  OF  ORDERED  OVETiTE'iE  - A>S-lS2 

REQUEST  FOR  COIiPEHSATCRy  Tli'lE  - AMS-322 

RF,P0RT  AND  CERTIFICATION  OF  NIGHT  DIFFERENTIAL  - AD-555 

APPLICATia-I  FOR  LEAVE  - SF-71 


(5)  Annual  and  sick  leave  r.^ay  be  granted  only 
in  multiples  of  one  hour<, 

(6)  Compensatory  leave  may  be  granted  only  in 
multiples  of  one-half  hour#  All  compensatory 
leave  granted  during  a week  (regardless  of  the 
amount)  'should  be  entered  on  one  day  (on 
Saturday  if  no  “irork  is  performed  on  the 
previous  Sunday,  or  on  Friday  when  work  is 
performed  on  the  previous  Sunday)*  The 
number  of  hours  compensatory  leave  (regardless 
of  the  number)  should  be  added  to  any  hours 
actually  worked  on  that  day,  and  the  total  entered 
under  ’’Regular*”  For  example,  if  the  employee 
does  not  work  during  the  week  and  is  charged 
with  UO  hours  compensatory  leave,  then  opposite 
”SAT”  UO  hours  shall  be  entered  in^  the  ’’Regular” 
column,  and  UO  hours  shall  also  be  entered  in  the 
’’Compensatory”  column  on  the  ’’TIME  ABSE13T” 
portion  of  the  T&A  report.  When  compensatory 
leave  is  charged,  m^ake  the  following  notation 
under  the  ’’Remarks”  heading  ’’Compensatory 

leave  used  to  complete  UO  hours  o” 

(7)  Compensatory  leave  must  be  granted  before 
annual  leave  except  that  if  it  is  ascertained 
that  the  employee  will  lose  annual  leave,  any 
leave  taken  may  be  charged  to  annual.  If 
annual  leave  is  taken  when  tlie  employee 

has  compensatory  leave  to  his  credit,  shoif 
under  the  ’’Remarks”  portion  of  the  T&A  report: 

”A/L  in  lieu  of  forfeiture.” 

(8)  Under  ’’Remarks”  on  the  T^  report  show  per  samel 
information,  such  as  ”EOD  (date)”'  (entered  on 
duty)^  ’’Resignation  (date);”  pertinent  informa- 
tion regarding  leave  reductions,  etc.,  that  may 
affect  the  pay  status  of  the  employee.  Do  not 
mention  in  the  ’’Remarks”  any  inter-office  movement 
of  personnel  during  the  pay  period. 

3 Certification.  The  completed  T&A  report  must  be  manually 
signed  in  the  space  at  the  lower  right  hand  corner  of  the 
form  titled  ’’Certified  Correct”  by  the  Officer-in-Charge 
or  some  other  responsible  person  designated  as  ’’timekeeper.” 
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TIME  AI'ID  ATTENDANCE  REPORT  - SF-1130 

REPCRT  AND  CERTIFICATION  OF  ORDERED  OVERTIME  - AiiS-.l52 

REQUEST  for'  Ca'IPENSATQRY  THiE  - AI'IS-322 

REPORT  Ai®  ..GIPTIFICATIOI\T  OF  NIGHT  DIFFERENTIAL  - AD-555 

APPLICATION  FOR  LEAVE  - SF-71 


I4.  Distribution  of  SF-1130* 


a Employees  on  Duty  in  the  Same  District  as  Their 
Official  Headquarters, 

(1)  Original  to  the  Area  Fiscal  office  governing 
headquarters  point  of  employee,  either  direct  or 
through  District  Office  (as  instructed  by  the 
District  Supervisor),  This  copy  must  reach 

the  Fiscal  Office  not  later  than  Monday  morning 
following  the  end  of  the  pay  period.  In 
emergency  cases,  where  it  is  impossible  to 
meet  this  deadline  nith  the  SF-1130,  pay  status 
infomation  should  be  forwarded  (as  instructed 
by  the  District  Supervisor)  to  the  Area  Fiscal 
office  (see  suggested  form  attached  at  end  of 
this  section).  The  confirmiiv  SF-1130  should 
follow  by  mail  as  soon  as  possible, 

(2)  One  copy  to  District  Office, 

(3)  One  copy  retained  in  office  file, 

(U)  CopjT'  of  current  SF-1130  for  employees  leaving 

one  field  office  for  assignment  in  another  field 
office  should  be  completed  up  to  and  including 
date  of  departure  and  sent  to  the  Officer-in- 
Charge  at  reporting  point,  A letter  of  trans- 
mittal from  the  Officer-in-Charge  at  departure 
point  must  accompany  the  SF-1130  giving  grade 
and  salary  of  employee,  whether  employee  is  under 
Social  Security  or  Federal  Retirement,  length 
of  service  for  leave  purposes,  date  and  hour  of 
departure,  date  of  expected  arrival  and  date 
- of  final  salary  cliarge  on  Report  of  Operating 
Expenses  at  departure  point,  (See  Instructions 
for  use  of  "Report  on  Inspector  for  duty  Assign- 
ment" in  lieu  of  a letter  of  transmittal,) 

If  leave  is  taken  betvjeen  assignments,  the 
SF-1130  record  is  ordinarily  maintained  in  the 
departure  office  until  expiration  of  leave,  then 
fon^arded  to  reporting  office.  In  cases  of  ex- 
tended leave  between  assignments  or  under  unusual 
circumstances,  the  leave  record  may  be  forwarded 
to  the  District  office  or  such  office  as 
designated  by  the  District  Supervisor, 
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THE  AW  ATTEiEALICE  RSPatT  - SF-1130 

REPORT  Ai'E  CEIiTIFIGATION  uF  OILDERSD  Am^l52 

REQUEST  FOR  COTPENSATORY  THE  - AiE-322 

REPCRT  Am  CERTIFICATION  OF  NIGHT  DIFFEiENTIAL  - AD-555 

APPLICATION  FOR  LEAVE  - SF-71 


b Employees  on  Duty  in  District  Other  Than  Their  Official 
Headquarters  o 


(1)  Original  SF-1130  to  Ai-ea  Fiscal  office  through 
District  office  governing  employees  headquarters 
point, 

(2)  One  cop3^  to  District  office  governing  head- 
quarters point  of  employee, 

...  . (3)  One  cop3''  to  District  office  governing  point 

. ■ ' ' * . of  as s ignruent , 

(U)  One  copy  retained  in  office  file, 

H Report  on  Inspector  foi  Duty  Assignraent  - Form  FV-360q  It  is 
optional  tjith  District  Supervisors  to  have  offices  in  their 
District  use  Form  FV-360  in  lieu  of  a letter  report.  If  Form 
FV-360  is  used,  the  departure  office  should  comi)lete  the  necessary 
information  and  fon-xard  to  destination  office  before  the  time 
of  expected  arrival.  Should  the  inspector  arrive  sooner  than 
expected,  having  been  called  to  uork  from  granted  leave,  the  ar- 
rival office  may  use  this  form  to  notify  the  departure  office  of  the 
actual  time  of  arrival  for  benefit  of  completion  of  Form  SF-1130  - 
Time  and  Attendance  - and  recompense  of  departure  office.  In  any 
event,  it  should  always  be  prepared  by  both  offices  even  though 
the  inspector  traveled  and  took  no  leave  enroute.  The  arrival 
office  takes  the  responsibility  of  recompense  fcr  his  gain  or 
loss  statement,  the  actual  travel  time,  and  expenses  from  his  last 
point  of  dutjr  unles?.  cfcherxJise  arranged  by  the  District  Supervisor 
or  Washington  office.  When  leave  is  taken  enroute  the  departure 
office  normally  accepts  the  responsibility  of  assuming  the  charges 
for  leave  earned  while  on  leave.  Unless  othenrise  directed,  the 
departure  office  is  responsible  for  completing  Form  SF-1130  until 
the  arrival  of  inspector  at  destination.  If  the  inspector  reports 
to  the  arrival  office  and  talces  leave  inm;ediately  or  if  he  takes 
leave  after  starting  his  new  assignirient,  the  arrival  office  is 
responsible  for  preparing  the  Form  SF-1130  and  is  also  responsible 
for  leave  earned  while  on  leave. 
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TIME  AND  ATTSi'lDANCE  REPCET  - SF-1130 

REP(ET  AND  CERTIFICATION  OF  ORDERED  OVERTH-'IE  - AIB-152 

REQUEST  FOR  COIiPENSATCEY  TBE  - Ai'iS-322 

REPORT  AND  CERTIFICATION  OF  NIGHT  DIFFERENTIAL  - AD-555 

APPLICATION  FOR  LEAVE  - SF-71 


I Report  Sc  Certification  of  Ordered  Overtime  - AjyiS-l52« 

Report  & Certification  of  NisHt  Differential  - AD-5F5» 

Request  for  Compensatory  Time  - AHS-322o 

1 Policy,  Overtime,  night  differential  and  compensatory  time 
shall  not  be  granted  without  authorization.  Field  offices, 
as  directed  by  their  District  Supervisor,  may  authorize 
overtime,  night  differential  or  compensatory  time,  in- accord- 
ance >rith  AI'IS  Instructions  and  when  certain  work  conditions 
exist.  These  conditions  are: 

a When  an  inspector  is  assigned  to  a plant  operating 
under  USDA  continuous  inspection  or  plant  inspection- 
pack  certification. 

b When  inspectors  are  assigned  to  perform  inspections 
covering  a Government  contract  and  such  work  cannot 
be  handled  to  meet  completion  deadlines  without  de- 
voting the  extra  hours. 

It  must  be  to  the  best  interest  of  the  Government  and  full 
reimbursement  must  be  assured  in  all  instances  before 
authorizing  extra  work  hours. 

Field  offices  must  obtain  specific  authority  from  their 
VJashington  office  before  authorizing  extra  hours  under  any  - 
other  conditions.  Extra  compensation  is  not  to  be  authorized 
for  inspectors  performing  inspection  on  submitted  samples 
or  for  inspectors  performing  comii'ercial  inspection  on  lots 
out  of  an  office.  Extra  compensation  is  not  to  be  authorized 
for  supervisory  work. 

2 Procedure  for  Reporting  and  Certifying  Officially  Authorized 
Overtime,  Night  Differential,  Holiday  Compensation  and 
Compensatory  Time.  In  reporting  compensatory  time  worked 
and  certifying  overtime,  night  differential  and  holiday 
work  for  extra  compensation,  follow  the  procedure  outlined , 
in  current  Al^  and  Department  Instructions. 

In  addition  observe  the  follovring  principles  and  supplemental 
instructions  as  required  by  the  Branch: 

(l)  Overtii,.e,  night  differential,  holiday  work  and 
compensatory  tirae  shall  be  reported  in  multiples 
of  half  hours  onlj^.  Quarter  hour  period  should 
be  disregarded. 
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Tim  km  ATTEI®AI'-CE  IIEPORT  - SF-1130 

REPORT  Al'JD  CERTIFICATION  OF  ORDERS  OVERTBffi  - Al''E-l52 

REQUEST  FCB  C014PENSAT0RY  TJsW.  - Ai^iS'»322 

REPCRT  AND  CEitTIFICATION  OF  NIGHT  DIFFERENTIAL  - AD-555 

AiTLIQATlON  FOR  LEAVE  - SF-?1 


(2)  Employees  working  on  continuous  or  plant 

inspection-pack  certification  assignments  are 
required  to  submit  a bi-weelcly  time  sheet 
covering  the  hours  worked.  This  form  siiall  be 
mailed  to  the  supervising  field  office 
promptly  at  the  end  of  each  pay  period# 

a Compensatory  Time  Worked.  Overtime  'Wiiich  is  converted 
to  compensatory  time  is  recorded  on  SF-1130  and  must 
be  supported  by  Form  AiE-322,  "Request  for  Compensatory 
Time,"  This  form  must  be  signed  by  the  individual 
employee  and  must  also  be  signed  by  the  Of  fi.  cer-in- 
Charge  as  "approving  officer." 

The  number  of  compensator37-  hours  requested  aiid  the 
period  during  wliich  the  work  is  performed  must  agree 
with  entries  on  Form  SF-1130. 

b Officially  Approved  Overtime  and  Holiday  Compensation. 
Cash  payment  for  authorized  overtime  and  holiday 
compensation  must  be  reported  on  Form  Ai‘E-152^,  More 
than  one  employee  may  be  included  during  the  same  pay 
period  on  one  Al'iS^-l52  provided  all  such  employees 
are  headquartered  in  the  same  district. 

In  preparing  Form  AIIS-152,  be  guided  by  the  following: 

(1)  Allotment  Code  or  Allotment  Advice  Number# 

The  allotment  code  or  allotment  advice  number 
should  be  the  one  assigned  to  the  area 
governing  the  employee's  official  headquarters p 
(Eastern,  Central,  or  VJestern#) 

(2)  Pay  Period#  The  pay  period  should  never  cover 
more  than  the  regular  two  week  pay  period# 

(3)  VJork  Program.  Shar  under  this  heading 
^Processed  Products  Inspection." 

(I|.)  Division  and  Location.  Under  this  heading  show 
"Fruit  and  Vegetable"  and  point  of  field  office 
location# 

(5)  To;  - Under  this  heading  show  "Area  Fiscal 

Officer,  (address)  - (Washington,  Chicago,  or 
San  Francisco)#®* 
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TIIIE  AND  ATTEJ^IDANCE  iriEPQRT  - SF-1130 

REPORT  AND  CERTIFICATION  OF  ORDERED  OVERTBiE  - AMS-1S2 

REQUEST  FCE  CQMPEMSATORY  TITiE  - Ai'iS«322 

REPORT  AID  CERTIFICATION  OF  NIGHT  DIFFEPDNTIAL  - AD-555 

APPLICATION  FOR  LEAVE  - SF-71 


(6)  Diaiy  Portion  of  Form. ' In  the  space  for  the 
diary  portion,  show  name,  (5rade  and  salary, 
number  of  hours  for  which  payment  is  being 
certified* 

(7)  Total  Hours*  The  total  hours  should  be  recorded* 

(8)  Reasons  for  Overtime*  The  reason  for  overtime 

should  be  stated*  Example:  "Emergency  of 

work,"  "continuous  inspection,"  "plant  inspec- 
tion-pack certification,"  or  wliatever  the 
reason  might  be* 

(9)  The  Above  is  Reimbursable  By:  - Under  this 
heading  shar  the  source  from  which  we  are 
claiming  reimbursement,  ie*,  "Applicant," 
"Government  Contract"  or  xihatever  the  source 
might  be*  It  is  mandatory  tiiat  there  alwsys 
be  a reiriibur sable  source,  and  that  it  be 
stated* 

(10)  Date*  The  date  should  be  the  date  AI''iS-l52 
is  prepared* 

(11)  Authorizing  Official*  Under  this  heading  on 
the  left  half  of  the  line  the  signature  of  the 
supervising  Officer-in-Charge  should  appear* 

The  right  half  of  the  line  should  be  reserved 
for  the  signature  of  the  District  Supervisor 
governing  the  official  headquarters  point 

of  the  employee. 

c Night  Differential*  Payment  for  authorized  night 
differential  is  repoi'ted  on  Form  iD-555«  This  form 
should  be  completed  in  detail* 

The  night  differential  rate  is  10  percent  of  the 
regular  hourly  salary  rate. 

Night  differential  is  applicable  only  to  those  hours 
worked  betxreen  6:00  p.m.  and  6:00  a.m*  falling  within 
the  first  UO  hours  worked  each  week. 
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TDIE  AND  ATTENDANCE  REPORT  - SF-1130 

REPORT  AND  CERTIFICATION  OF  OIDEPcED  OVEilTHiE  - AiIS-l52 

REQUEST  FOR  COilPENSATCEY  Tli'IE  - AiIS-322 

REPORT  AND  CERTIFICATION  OF  NIGHT  DIFFEFcEiJTIAL  - AD-555 

APPLICATION  FOR  LEAVE  - SF-71 


3 Distribution  of  Forms  Ai^-322j  AMS-152  and  AD-555 • 

a Form  AIiS-322,  Attach  original  to  original  of  compile  ted 
SF-1130  which  is  to  be  sent  to  the  Fiscal  Office  or  to 
the  District  Supervisor  (if  requested)  of  the  District 
governing  official  headquarters  of  the  employee c 

b Forms  AMS-152  and  AD-555» 

(1)  Original  and  two  copies  to  District  Supervisor 
of  the  District  governing  official  head- 
quarters of  employee. 

(2)  Retain  one  copy  for  office  records. 

J Memorandum  Certification  of  Regular  Hours  Covering  Pay  Period  in 
Advance  of  T&A  Report.  The  folla-jing  memorandum  will  serve  as  an 
example  for  use  by  the  Officer-in-Charge  in  notifying  the  Area 
Fiscal  Officer  of  the  names  of  employees  ih  o are  entitled  to  pay 
for  the  pay  period  concerned,  A memorandum  of  this  kind  should 
be  forx-rarded  to  the  Area  Fiscal  Officer  when  it  is  not  possible 
to  complete  and  transmit  the  T<2cA  Report  to  him  on  time.  The 
memorandum  should  be  signed  by  the  Officer-in-Charge  or  Acting 
Officer-in-Charge  and  mailed  to  the  Area  Fiscal  Officer  at  the 
close  of  business  on  the  last  Frida^^  of  the  pay  period  concerned, 

TO:  Henry  C.  Soito,  Area  Fiscal  Officer 

FROM:  Leo  M.  Boire,  Officer-in-Charge,  F^V  Division,  Salem, 

Oregon,  Office,  Processed  Products  Standardization  and 
Inspection  Branch 

SUBJECT:  Time  and  Attendance  for  Pay  Period  Through  

The  following  employees  are  entitled  to  80  hours  pay  for  the  period 
through , 

(List  names  of  the  employees.) 

(If  you  have  any  WAE,  DJOP,  resignations,  new  appointments,  or 
employees  transfenred  to  another  office  indicate  this  in  tlie  memo- 
randum giving  the  narae  of  the  employee  and  the  number  of  hours  for 
which  the  employee  is  entitled  to  receive  payment©) 

K Form  SF-71  (CSC)  Application  for  Leave.  Fonn  SF-71  is  to  be  used 
in  accordance  with  instructions  outlined  in  current  AMS  Instructions. 
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MONTHLY  REPORT  - FV-370 


SECTION  9 


A Purpose . 

1 Each  field  office  is  reqtiired  to  submit  to  its  Washington 
office  a monthly  report  giving  a summary  of  all  inspection 
worl:  and  related  services  performed  during  the  month.  This 
report  also  includes  a suiuiiary  of  all  inspection  fees  assessed 
moneys  collected  and  transmitted  to  Washington  and  a balanced 
statement  of  the  financial  status  of  the  office  as  of  the  last 
d.ay  of  each  calendar  month.  The  monthly  report  is  used  as  a 
guide  by  the  Chief  of  the  Branch  and  District  Supervisors  in 
appraising  field  inspection  activities  and  in  compiling  in- 
forma.tion  for  progress  and  annual  reports. 

Form  i^-370,  "Processed  Products  Inspection  Monthly  Report" 
is  for  use  in  preparing  the  monthly  report.  The  upper  half 
of  the  front  of  the  report  covers  inspection  work  on  a 
commercial  basis  where  money  transactions  are  involved  in 
pa3nment  of  inspection  fees  and  expenses,  Tlie  lov/er  half 
covers  a report  of  T/ork  completed  for  other  Government 
agencies  for  v/hich  inspection  fees  and  e:qDenses  are  collected 
by  your  Washington  office  from  the  Government  agency  to 
which  service  v/as  rendered.  The  Washington  office  billings 
are  based  on  the  time  and  expenses  as  submitted  to  it  on 
FV-440*s  and  QMISC  Forms  1019. 

^ Procedure  for  Preparing  Processed  Products  Inspection  Monthly 
Report  Form-“37d.  iSront  Side,  All  inspection  work  completed 
dxarin.g  the  month,  including  all  fees  assessed  and  all  fees 
collected,  should  be  posted  in  the  Ledgers  before  commencing  to 
assemble  data  for  the  Monthly  Report, 

Malce  entries  in  the  various  sections  according  to  the  follow dng: 

1 Inspection  Office.  Location  of  field  office, 

2 Month  and  Year.  Self-explanatory, 

^ Balance  Uncollected,  Show  date  of  first  day  of  month  being 
reported  and  the  amount  of  uncollected  bills  as  of  that  date. 
Tills  amount  is  the  "Balance  Uncollected"  as  of  that  date  as 
shoi/n  on  the  previous  month  *s  report. 

4 Charges  Assessed.  Do  not  make  entries  under  "Wo.  of  Certifi- 
cates and  Reports." 

Commercial  - Show  fees,  expenses?  and  total  fees  and 
expenses  of  commercial  assessments  in- 
cluding plant  inspection-pack  certification. 

Continuous  - Show  fees,  e:q>enses,  and  total  fees  and 

expenses  billed  for  continuous  inspection 
during  the  month. 
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Total  - Shoir  total  of  each  column, 

5 Total  Assessed,  Show  total  fees  and  expenses  assessed  for 
"Conmiercial"  and  "Continuous  Inspection"  (this  is  the  total 
of  the  charge  columns  in  the  Certificate  and  riiscellaneous 
ledgers) . 

6 Grand  Total,  Show  sum  of  "Balance  Uncollected"  (as  of  first 
of  month  being  reported)  and  " Total  Asses sed" . 

7 Transmitted  to  Washington  or  Deposited  During  the  Month, 

Show  amount  de^sited  (reported  on  Certificates  of  Deposit) 
and/or  transmitted  to  Washington  for  the  credit  of  your 
office  during  the  month  being  reported.  Do  not  include 
amounts  collected  covering  payments  made  on  unpaid  bills 
which  have  been  for\;arded  to  Washington  for  collection, 

S Balance  Uncollected,  Show  date  of  first  day  of  month 
follo\/ing  the  month  being  reported.  The  amount  is  the 
"Grand  Total"  less  the  amoimt  "Transmitted  to  Washington 
or  deposited  during  month"  and  less  the  amount  of  "unpaid 
bills  forwarded  to  Washington  for  collection,"  This 
balance  uncollected  must  be  in  complete  agreement  with 
the  total  amounts  shovm  on  all  unpaid  bills  remaining  in 
the  files, 

9 Services  Rendered  to  Other  Government  Agencies  on  C^n;^act 
Basis,  Show  only  assessments  for  which  FV-440  or  Q1C^-1019 
has  been  completed  and  for^/arded  to  Washington  during  the 
month,  except  the  June  report  of  each  year  v/ill  include  all 
cliarges  incurred  on  incompleted  contracts. 

Do  not  make  entries  under  "No.  of  Certificates  and  Reports." 
Fees  and  expenses  are  taken  from  the  FV-440  or  Ql'iISC-1019 
completed  during  the  month,  vdiich  has  been  held  in  a separate 
fils  pending  preparation  of  the  montlxLy  report. 

Total,  Show  totals  for  each  column, 

10  Unpaid  Dills  Forv/arded  to  VJashington  for  Collection,  Sho^r 
name  of  company,  location,  and  amount  of  bills  forwarded 
during  the  current  month.  Do  not  show  amounts  previously 
reported.  If  the  company  is  banlorupt,  indicate  "In 
Banicruptcy"  after  the  name  of  the  company.  If  the  company 
is  in  receiversliip,  indicate  "In  receivership"  after  the 
name  of  the  company.  The  amoiint  will  also  be  shovai  on  the 
reverse  side  of  Form  FV-359. 

The  Officer-in-Charge  sliall  sign  the  report  in  the  lo\;er 
right  hand  corner  above  his  typed  name. 
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^ j^pcedvire  for  Prepalrin,^'  Reverse  Side  of  Form  FV-»370,  Monthly  Report 

1 Products  Ins-pected  Ihjring  Month  of , 19 — . Insert  the 

month  and  year  under  this  heading. 

2 Item.  Under  this  heading  ox  the  form,  commodities  are 
grouped  to  facilitate  reporting  qiiantities  inspected  of  each 
group. 

3 Commercial  Inspections. 

^ Q'uantit^/'  Represented  b:;-  Officially  Drawn  Samples , 

Report  all  quantities  inspected  commercially  except 
quantities  inspected  under  continuous  inspection 
(other  than  Elorida  citrus  and  California  dates). 

This  ’id.ll  include  inspections  made  for  grade  and 
condition,  compliance  v/ith  a s 'lecif ication,  or  con- 
dition inspections,  or  to  inspections  restricted  to 
a particular  factor  or  factors.  Information  for 
this  portion  of  the  report  is  taken  from  the  ledger 
postings  and  from  reports  of  inspectors  assigned  to 
plants  operating  under  "plant  inspection-pad: 
certification."  REPEAT  - Do  not  include  products 
inspected  at  plants  operatin/?  under  "continuous 
inspection"  (other  than  Florida  citrus  and  California 
dates) . Tlie  Winter  Haven,  Florida,  office  i/ill 
report  under  the  RSKARKS  heading  all  quantities  of 
citrus  products  packed  under  continuous  inspection. 

The  Los  Angeles  office  v;ill  report  iinder  the  REl^iARKS 
heading  all  quantities  of  dates  packed  lander  continuous 
inspection.  The  Washington  office  will  compile  the 
Daily  Cannery  Reports  submitted  by  inspectors  at  plant 
operating  under  continuous  inspection  except  for 
Florida  citrus  and  California  dates  packed  under 
continuous  inspection. 

b Estimated  Quantity  Represented  by  Unofficially  Drawn 
S ample s.  Report  the  estimated  quantity  represented 
by  any  unofficially  drawn  samples  inspected  during  the 
month.  All  quantities  reported  will  be  in  units  of 
cases,  pounds  or  gallons  as  indicated  on  the  form  for 
the  various  commodities.  The  ”Nvimber  of  Samples"  shall 
be  converted  to  "Quantity  Represented"  by  use  of  the 
tables  included  under  SECTION  7,  LEDGER  RECORDS. 
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c Report  Quantities  Checlcloaded  on  Form  FV-370.  On 
the  reverse  side  of  Form  FV-370  under  "REMARI^S” 
each  office  is  required  to  report  the  follouing 
infoiTnation: 

Total  quantities  in  cases,  pounds,  or  gallons, 
checkloaded  during  the  month,  using  the  applicable 
product  category  as  listed  on  the  top  half  of 
Form  FV-370, 

d Report  number  and  quantities  of  APPEAL  INSPECTIONS 
on  FV-370 » Although  quantities  covered  by  appeal 
inspections  are  included  in.th  total  quantities  in- 
spected, each  office  is  requii-ed  to  make  an  additional 
separate  entry  indicating  the  number  of  appeals  made, 
quantities  involved,  and  whether  the  original  grade 
is  sustained  or  reversed.  This  informr.tion  should  be 
reported  under  "REMARKS”  of  Form  FV-370  as  shown  in 
the  attached  sample  form. 

4 Government  Inspections.  Include  in  this  portion  of  the 
report  all  quantities  inspected  for  Federal  GoverruTient 
agencies  for  which  fees  and  e:q:enses  are  reported  under 
the  heading  "Services  Rendered  to  Other  Government  Agencies" 
on  the  front  of  the  report  for  the  current  month,'  .Do  not 
include  quantities  inspected  for  a Government  agency  for 
which  inspec'bion  charges  are  assessed  to  a contractor, 

^ Recapitulation  of  Completed  Contracts  for  Government  A.^^encies, 
Attach  to  the  monthly  report  a supplemental  brealcdoun  sheet 
listing  the  total  charges  assessed  for  each  Government  contract 
completed  during  the  month  and  forwarded  to  Washington  for  pro- 
cessing. Tliis  report  may  be  prepared  on  plain  bond  paper  and 
must  be  attached  to  the  FV-370  report.  The  report  should  include 
the  office  identification  number  and  the  corresponding  total 
charge  for  each  contract  reported  during  the  month  on  Form 
FV-370  under  "Services  Rendered  to  Other  Government  Agencies  on 
Contract  Basis."  Do  not  include  in  this  report  contracts  v/hich 
are  incomplete,  except  as  provided  for  in  the  cut-off  period  at 
the  end  of  the  fiscal  year.  (See  Paragraph  F2  below). 

E Distribution  of  Monthly  Report,  FV-370. 

1 Original  to  the  Washington  Office  im.th  copy  of  continuous 
inspection  and  plant  inspection-pack  certification  billings 
attached. 

2 One  copy  to  District  Supervisor, 

3 One  copy  retained  in  office  files. 
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^ Time  of  Submission 

1 Monthly  Report  FV-370  and  Report  of  Operating  Expenses, 

FV-359  should  be  prepared  and  submitted  at  the  same  timeo 
Both  should  be  in  the  Uashington  office  and  District 
Suj:)ervisor  >s  office  not  later  than  10  days  after  the  month 
which  the  reports  cover. 

2 It  is  important  that  June  30  each  year  be  closely  observed 
as  the  cut-off  date  x*or  reporting  all  expenses,  assessments 
and  quantities  inspected . This  cut-off  is  not  a problem  on 
comr-iercial  inspections  because  of  the  standa.rd  policy  of 
billing  immediately  for  lot  inspections  and  billing  montlily 
or  semi-monthly  for  plant  inspections. 

All  unfinished  Government  contracts  covered  by  Form 
or  QlHSC-1019  should  be  checked  on  June  30  and  fees,  e:qpensec, 
and  quantities  inspected  tlirough  that  date  sho\.ild  be  included 
in  the  FV-370  report  for  June.  As  specified  in  Section  6, 
however,  the  field  offices  v/ill  not  send  the  FV-4f;.0  or 
QlIISC— 1019  reports  to  Wasliington  until  the  contract  is  com- 
pleted, Care  s}iould  be  taken  not  to  duplicate  the  time, 
expenses,  and  quantities  thus  reported  in  June  by  again 
reporting  such  items  in  a later  month  when  the  contract  is 
completed.  Also,  it  is  important  for  fiscal  and  administrative 
reporting  purposes  that  the  June  report  each  year  be  mailed 
from  the  field  offices  to  arrive  in  Washington  not  later  than 
July  10. 

NOTE:  ERRORS  OR  OifESSIONS  IN  PREPARATION  OF  FV-370; 

The  report  FV-370  should  be  carefully  prepared  in  order  to  avoid  making 
errors.  However,  if  an  omission  or  an  incorrect  listing  is  made,  the 
necessary  adjustment  or  correction  should  be  made  and  this  change 
noted  imder  the  specific  item  or  column  in  question  in  the  ne^ct  month  *s 
report.  In  the  case  of  an  arithmetical  error,  corrections  shoiild  be 
made  on  all  copies  of  the  report  in  T/hich  the  error  occurred.  If  an 
error  or  omission  has  been  made  on  Form  FV-370,  the  correction  should 
be  noted  under  the  appropriate  columns  - i,e,,  whether  commercial  fee 
or  e:q)ense,  whether  Government  fee  or  expense,  or  whether  continuoiis 
fee  column  or  the  e:qDense  column.  The  adjusted  totals,  after  making 
the  proper  corrections,  v/ill  be  carried  forward  to  the  reverse  side 
of  Form  FV-359  and  recorded  in  the  appropriate  columns. 
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FORM  fv.370 

U.  S.  DEPARTMENT  OF  AGRICULTURt  “ 

INSPECTION  OFFICE 

(5-3.50) 

PRODUCTION  AND  MARKETING  ADMINISTRATION 

PROCESSED  PRODUCTS  INSPECTION 

Chicjago,  Illinois 

MONTHLY  REPORT 

MONTH  AND  YEAR 

July.  1955 

FINANCIAL  STATEMENT 


BALANCE  UNCOLLECTED. 


Jxil7 


.1.  19J55- 


689.92 


CHARGES  ASSESSED 


ITEM 

NO.  OF  CERTIFICATES 
AND  REPORTS 

FEES 

EXPENSES 

TOTAL 
FEES  AND 
EXPENSES 

209 

147 

OTHER 

Commercial 

»1,720.%0 

215,11 

»1,935.91 

Continnons  Inspection 

741-22 

741.22 

TOTAL 

$ 2,462,02 

S 215.11 

^.677.13 

TOTAL  ASSESSED 


^ 2.677.13 


GRAND  TOTAL 

Transmitted  to  Washington  or  Deposited  during  month  plus  Unpaid  bill  (s66  bolow) 


■1A6.7..05.. 


^ 2,072.80 


BALANCE  UNCOLLECTED 


August 


1 . 19. 


55 


$ 1,294.25 


SERVICES  RENDERED  TO  OTHER  GOVERNMENT  AGENCIES  OH  CONTRACT  BASIS 


(Not  Including  work  ror  Covernnent  Agencies  assessed  to  contractor  on  fee  basis  and  reported  under  coaaerclal  above. 
List  below  only  cospleted  asslgnwents  or  portions  of  asslgncents  for  which  Forw  FV-440  or  NTQMPO-442  has  been  rendered 
during  the  aonth) 


AGENCY 

NO.  OF  CERTIFICATES 
AND  REPORTS 

FEES 

EXPENSES 

TOTAL 
FEES  AND 
EXPENSES 

209 

147 

OTHER 

Amy  Department 

$ 115.80 

$ lOo 

$ 128.50 

Nary  Department 

P.  * M.  A. 

Veterans  Administration 

222.50 

32.88 

355.33 

Forest  Service 

Marine  Corps 

Interior  Department 

Other 

TOTAL 

s 438.30 

s 45.58 

I 483.88 

Unpaid  bills  forwarded  to  Washington  for  collection 

$ 

$ 13.88 

Henrv  Smith.  Ino.  (in  bankruptcy) 

$ 13.88- 

$ 

REMARKS 


INSPECTOR 


IN 


CHARGE 


A«t  It 


(Over) 
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Form  FV-370  (5-3-50)  reverse 


PRODUCTS  INSPECTED  DURING  THE  MONTH  OF  July , 19-55- 


1 TEM 

COMMERCIAL  INSPECTIONS 

GOVERNMENT 

INSPECTIONS 

QUANTITY  REPRESENTED 
BY  OFFI Cl  ALLY  AND 
UNOFFICIALLY  DRAWN 
SAMPLES 

QUANTITY  REPRESENTED 
BY  OFFICIALLY 
DRAWN  SAMPLES 

ESTIMATED  QUANTITY 
REPRESENTED  BY 
UNOFFI C 1 ALLY 
DRAWN  SAMPLES 

Canned  or  bottled  Fruits  and 
Vegetables  and  Related  Products 

6,932  Cases 

600  Cases 

10,321  Cases 

Canned  Marine  Foods 

Cases 

Cases 

Cases 

Marine  Products 
iKegs,  Tubs,  etc.  ) 

Lbs. 

Lbs. 

Lb3. 

Froren  Products 

751,872  lb,. 

Lbs. 

Lbs. 

Dried  Products 

Lbs. 

Lbs. 

Lbs. 

Dehydrated  Products 

Lbs. 

Lbs. 

Lbs. 

Sugar 

Lbs. 

Lbs. 

Lbs. 

OTHER  COMMODITIES 
(Into  whichever  group  is  most 
applicable) 

iggWiiiPi^is 

Sulphured  Cherries 
100,000 

Lbs. 

Lbs. 

Tanks 

S8Boa2QcxaaaK;cnq(9paQQ^ 

Gallo.. 

Gallons 

Gallons 

remarks 


Checkloaded: 

Canned  F&V  products  16 >950  cases 

Frozen  products  40,000  pounds 


Product 

Category 

Sustained  : Reversed 

Number 

Appeals 

:Number  * 

Quantity  sAppeals  jQuantity 

Frozen  products 

■ 

2 

80,000 

lbs. 

1 

40,000 

lbs. 
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^n^rpose.  Each  field  office  is  required  to  siibmit  to  the. 

Washing on  office  a Monthly  Report  of  Operating  Expenses  which 
consists  essentially  of  a recapitnlation  of  the  monthly  receipts 
and  expenditures  and  the  resultant  "Net  Gain”  or  "Net  Loss"  for 
the  period  covered. 

This  report  is  submitted  on  Form  PV-359»  "Monthly  Report  of 
Operating:  /Expenses,"  and  serves  as  ^uide  to  the  Chief  of  the 
Branch,  District  Supervisors  and  Officeis-in-Chargre  in  evaluating 
the  efficiency  and  financial  status  of  the  individual  field  office 
as  well  as  providing  data  for  the  compilation  of  periodic  progress 
reports  and  the  annual  Branch  reiDorts, 

The  front  side  of  Form  FV-.359  is  designated  to  report  obligated 
funds  only.  Expenditures  of  moneys  for  salaries  (unless  otherwise 
instructed  by  the  District  Supervisor)  and  all  operating  expenses 
are  entered  in  appropriate  object  classifications  — Items  61 
through  09.  In  addition  it  will  be  necessary  to  include  Object  15 
(Social  Security  charges)  and  Insurance  Costs  on  the  front  side 
of  Form  FV-359,  These  items  shall  be  carried  as  separate  entries 
under  "01  Personal  Services"  by  inserting  the  words  "Object  15*’ 
end  "Insurance"  in  the  srjace  provided  for  items  not  reported;  (for 
example,  "L.A."  or  "W.A,E."),  Do  not  include  Object  15  or  Insurance 
in  the  totals  for  01,  On  the  contrary  extend  the  charges  for 
Object  15  and  Insurance  to  the  right  hand  column  of  the  form 
immediately  above  "Total  01."  Both  "Object  15"  and  "Insurance"  will 
necessarily  be  included  in  the  "Orand  Totals"  shown  at  the  bottom 
of  the  form. 

The  reverse  side  of  Form  FV-359  is  designed  to  provide  suitable 
space  and  headings  for  reporting  RECEIPTS  and  EXPENDITURES  in 
accordance  with  nrocedures  outlined  in  this  instruction.  The 
difference  between  "TOTAL  RECEIPTS"  and  "TOTAL  EXPENDITURES"  is 
the  "NET  GAIN"  or  "NET  LOSS"  for  the  month  covered  by  the  report. 

Because  of  the  purpose  of  the  report  and  the  method  of  computing 
the  various  items  the  expenditures  itemized  on  the  front  side  of 
Form  FV-359  will  not  agree  in  many  respects  with  those  shown  on 
the  reverse  side  of  the  form.  The  front  side  is  restricted 
entirely  of  moneys  v/hich  ar^  obligated  by  the  field  to  cover 
actual  salaries  (unless  otherwise  instructed  by  the  District 
Supervisor)  and  operating  expenses.  The  reverse  side  of  the  form 
reflects  more  nearly  the  actual  operating  costs  of  the  office  by 
the  inclusion  of  "Total  Earned  Recompense"  in  lieu  of  "01  Salary," 
The  item  "Total  Elarned  Recompense"  reflects  not  only  the  salary 
cost  according  to  actual  days  v/orked  but  also  includes  the  cost 
of  compensatory  time  worked,  annual  leave  accruals,  and  salary 
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charges  of  insj-^ectors  working  in  a particular  field  office  "but 
who  are  officially  headruartered  in  another  District.  In  addition 
there  are  certain  other  costs  that  are  reported  on  the  reverse  side 
of  the  form  that  are  either  omitted  entirely  from  the  front  side 
of  the  form  (for  example  PIH  charges  and  Salary  costs  for  services 
of  other  Branch  or  Departmental  employees),  or,  in  a different 
amount  (for  example,  travel  costs,  Object  I5  ?nd  Insurance  Costs 
for  employees  headq^uartered  in  another  District), 

In  order  to  facilitate  the  preparation  of  Form  FV-359i  field 
offices  will  use  certain  supplemental  working  forms  which  become 
a part  of  the  monthly  operating  report, 

1 **Breakdown  of  Salar\^  and  Personal  Service  Items.'*  This  form 
is  used  to  enumerate  salary  and  personal  services  items  for 
each  employee  assigned  to  the  field  office  during  the  month, 
iilso  incl*ude  on  a report  sheet  those  employees  headquartered 
in  the  area  served  by  the  field  office  but  who  may  be  working 
in  another  District. 

2 “Computation  Sheet.”  Sub-Totals  for  certain  S2:ecific  items 
are  transferred  from  the  aforementioned  Breakdown  Sheet (s) 
to  the  appro])riate  headings  on  the  “Computation  Sheet •“  The 
totals  from  the  “Computation  Sheet"  are  transposed  to  Form 
FV-359  as  specified  in  this  instruction. 

The  District  Supervisors  may  choose  to  assume  the  responsibility 
for  carrying  the  Ol  Salary,  Object  15,  Travel  and  Insurance 
Costs  obligations  for  the  entire  District  on  a separate 
District  Jieport.  If  the  field  office  is  notified  by  the 
District  Supervisor  that  such  is  the  case,  it  will  be  necessary 
for  the  field  office  to  omit  01  Salary,  Object  15,  Travel  and 
InsTirance  Costs  obligations  from  the  front  of  ?V-359.  Under 
this  arrangement  only  that  portion  of  the  computation  sheet 
dealing  with  >^penditures  will  be  prepared  by  the  field  office, 

A breakdown  sheet  for  employees  worId.ng  in  mother  District  will 
be  prepared  by  the  District  office  and  not  by  the  field  office, 
since  the  field  office  v;ill  not  be  concerned  with  obligations  for 
employees  working  in  another  District, 

Instructions  for  completing  Form  FV-359  and  the  supplemental  break- 
down and  computation  sheets  are  outlined  in  detail  below. 

® Drenarati on  of  Monthly  He-oort  of  Oi^errtinp-  ^pensps  » Form  FY»>3^9. 

1 3rea]!:down  of  Salary  and  Personal  Services  Items  ■Re->-'orted  *" 

FV  3$9«>1.  (Refer  to  sample  form  attaclied  to  the  end 
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of  this  section).  Each  office  is  rentiired  to  prepare  a "break- 
down of  salary  and  personal  services  Items  reported  for  use  in 
pr^aring  P"V-359  and  this  "breakdown  sheet  "becomes  a part  of 
Porm  PV-359  and  should  "be  attached  to  each  copy  of  the  com- 
pleted Monthly  -Report  of  Operating  ^penses.  Procedure  for 
preparing  the  Breakdown  Sheet  is  as  follows: 

a Name.  List  the  name  of  personnel  either  alphabetically 
or  according  to  salarj^  schedule.  Last  name  first, 
followed  "by  initials. 

b Anm:ial  Salary.  Refer  to  the  latest  effective  Salary 
Ta"ble. 

c Paily  Salary,  Refer  to  the  latest  effective  Salary 
Table. 

^ ^^"^mber  of  Lays  'forked.  Enter  in  this  column  the  number 
of  v;orking  days  (including  holidays  that  fall  within  the 
work  week)  in  the  month  or  during  the  period  employee  is 
assigned  to  your  office,  minus  annual  and  compensatory 
leave  used  during  the  month.  Substract  only  compensatory 
leave  that  has  been  previously  reported  under  "Compensatory 
Time  worked."  (See  B,  3i  below).  Do  not  subtract  sick 
leave, 

e Total  i^^rned  -Recompense.  Total  Earned  Recompense  includes 
(1)  Salary  -Earned,  (2)  Annual  Leave  Amount  Accrued, 

(3)  Compensatory  Time  ^/orked,  and  (R)  Paid  Hours  (Overtime 
including  Holiday  Pay  and  Mght  Differential).  (Also 
see  "Lump  Sum  Payment,"  3(b)  for  instructions  on  handling 
Compensatory  Time  converted  to  Overtime). 

(1)  Salary  Earned.  Multiply  the  number  of  days 
worked  by  the  employee* s daily  salary.  The 
amount  may.be  taken  from  the  latest  "Table  of 
Salary  and  Annual  Leave  Accrual  Charges"  which 
has  been  ftirnished  each  office. 

(2)  Annual  Leave  Amount  Accrued.  Multiply  the 
number  of  working  days  in  the  month  (including 
holidays  that  fall  within  the  work  week)  or  during 
the  period  employee  is  assigned  to  your  office  by 
the  appropriate  daily  accrual  rate  shown  below: 

afdiual  leave  accrU'ED  daily  accrual  Rate 

26  days 
20  days 
13  days 


0,1  day 
0.077  day 
0,05  day 
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I'liiltiply  n'om'ber  of  days  accmed  annual  leave 
by  the  employee’s  daily  salary  to  obtain 
annual  leave  amount  accrued  in  dollars  and 
cents,  Por  convenience  the  amount  may  be  taken 
from  the  latest  "Table  of  Salary  and  Annual 
Leave  Accrual  Charges"  which  has  been  furnished 
each  office. 

( 3 ) Somnensator^^  Time  V/orked , 

(a)  Hours . Show  here  the  number  of  hours 
worked  for  which  compensatory  leave  will 
be  a^ranted,.  Do  not-  show  compensatory  time 
v/orked  by  inspectors  assiaued  to  In-plant 
Inspection  on  a year-round  basis  unless  the 
time  is  bein^  billed  periodically  against 
the  plant  as  Compensatory  Leave  or  Overtime, 

(b)  Amount..  Show  here  the  monetary  equivalent 
of  the  compensrtory  time  worked.  If  an 
employee  works  3 hours  compensatory  time 
and  his  rea:ular  hourly  salary  is  ^2.14,  the 
amount  shown  in  this  column  will  be  ^^6,42, 

(4)  Paid  ^urs. 

(a)  Overtime.  Show  here  the  number  of  hours 
worked  for  which  overtime  is  to  be  paid. 
Include  any  hours  for  which  an  employee  is 
to  be  paid  for  actual  work  on  a holiday, 

(b)  Night  Differential ■ Show  niamber  of  hours 
which  are  to  be  paid  at  the  nifrht  differen- 
tial rate.  These  hours  are  the  actual 
number  of  ho^rs  worked  and  not  10/’  of  the 
hours  worked, 

(c)  Ampp^.  Shov;  here  the  monetary  equivalent 
of  the  two  preceding:  columns  — the  amount 
of  overtime  or  holiday  pay  plus  the  amount 
of  nieht  differential  pay.  Nifi;ht  differen- 
tial nay  is  calculated  by  raultiplyina:  the 
number  of  nifrht  differential  hours  by  lO^^? 
of  the  regular  hourly  rate. 
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When  Gcmpensatory  Time  Tijhicli  has  previously 
been  included  in  Total  Earned  Recompense 
is  converted  to  overtime  for  cash  payment^ 
folloi-T  the  instructions  under  3(b)  of  this 
section  and  do  not  include  such  ainounts  in 
’’Paid  Hours,” 

f Leave  Used  Hours ^ 

(1)  Compensatory,  Sho^J  in  this  column  the  niimber 
of  hours  compensatory  time  taken  diiring  the 
month  that  lias  previousl;^'  been  reported  under 
’’Compensatory  Time  Worked,” 

(2)  Annual  Leave,  Enter  the  number  of  hours  of 
annual  leave  used  during  the  months 

g Q1  Days»  Shew  the  number  of  working  days^  including 
holidays  in  the  month  or  in  the  period  covered  by  the 
assignment, 

li  01  Salary,  Multiply  the  number  of  working  days^ 
including  liolida3rs  in  the  month  or  in  the  period 
covered  by  the  assignment  (number  of  days  shown  under 
”01  Days”)  by  the  emploj^'ee^s  daily  salaiy,  (Also 
see  ”Lump  Sum  Payment »”) 

^ QEject  15.  Enter  Social  Security  costs  to  us  for 
the  employees  who  are  not  under  the  Civil  Service 
Retirement  Act,  Social  Security  costs  are  2^  of 
the  amounts  shewn  in  the  ”01  Salaiy”  and  ’’Paid 
Honrs”  columns  for  the  first  l^U,200  earned  during 
each  calendar  year.  In  order  to  facilitate  the 
audit  and  posting  of  Object!^  it  is  requested 
that  the  office  always  make  an  entry  for  each  en>- 
ployee  covered  by  the  Retirement  Act,  insert  the 
letter  ’’R*”  For  those  employees  who  have  earned 
the  maximum  taccable  salary  (i.e,,  ^U,200)  insert 
”Pd.”  Since  an  employee  may  be  assigned  to  various 
offices  during  a calendar  year,  it  will  be 
necessary  for  the  District  Office  to  keep  track  of 
the  amounts  earned  by  such  employees  during  the 
calendar  year.  It  will  be  the  responsibility  of 
the  District  Offioe  to  notify  the  office  under  whose 
jurisdiction  the  employee  is~ Taking  when  hsis 

been  earned  for  the  calendar  year  so  tliat  no  further 
Social  Security  costs  will  be  sho^rn  during  the 
calendar  year. 


Page  5 
January  1956 


hONTHLY  PEPURT  OF  OPEPiwTlNa 


OmTJ.ON'irj 


j 07  InsTjrance^ 

(1)  The  Federal  Employees^  Group  T^ife  Insurance 
became  effective  August  29^  195U*  All  Federal 
employees  in  our  Branch  (who  are  paid  wholly 
from  Federal  Funds)  are  covered  except  the 
following: 

(a)  Those  employees  who  have  signed  a uaiver — 
Standard  Form  53* 

(b)  Those  employees  serving  under  MAE  appoint- 
ment do  not  have  a regular  tour  of 
duty. 

(c)  'Those  employees  serving  under  a temporary 

or  seasonal  appointment  (restricted  to  a 
definite  length  of  time). 

(2)  All  employees  except  those  over  65  years  of  age 
pay  25  cents  per  thousand  dollars  of  insurance 
each  pay  period  through  payroll  deduction.  In 
addition  each  agency  contributes  an  amount 
equal  to  one-half  this  amount  (or  12  l/2  cents 
per  thousand  dollars  of  insurance)  each  pay 
period#  Employees  over  65  receive  insurance 

at  no  cost  to  themselves  or  to  the  employing 
agency. 

The  amount  of  insurance  provided  each  employee 
is  equal  to  the  employee's  annual  salary  — 
to  upper  $1,000,  For  example,  if  the  annual 
salary  is  $3 >175,  the  employee  will  receive 
insurance  in  the  amount  of  |l|,000;  or,  if  the 
annual  salary  is  $5,935,  the  employee  will 
receive  insurance  in  the  amount  of  $6,000, 

The  amount  of  insurance  will  change  upon  any 
increase  or  decrease  in  annual  -salary  which 
places  the  employee  in  a different  thousand 
dollar  multiple  category.  For  example,  an 
employee  vxith  a basic  salary  of  vU,955  per 
annum  may  receive  a longevity  or  step  in- 
crease to  $5,080  per  annum  which  will  entitle 
such  employee  to  another  thousand  dollars  in- 
surance, If  an  employee  receives  a periodic 
step  incres^  '(?SX)  any  increase  in  coverage 
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will  be  effe^rbx^^  as  of  the  effective  date  of 
the  PSI  which  is  alvrays  the  beginning  of  the 
pay  period  8 If  the  employee  receives  a grade 
promotion  and  such  promotion  is  not  effective 
as  of  the  beginning  of  the  pay  period,  any 
increase  in  coverage  T-d-ll  be  effective  as  of 
the  date  of  the  beginning  of  the  pay  period 
imiftediately  following  the  effective  date  of 
the  promotion. 

In  preparing  the  financial  statement  and  monthly 
report,  it  is  essential  that  due  consideration 
be  given  to  any  changes  in  coverage  such  as 
illustrated,  in  the  foregoing  paragraph, 

(3)  Field  offices  must  include  the  Branch  obligation 
with  resj^ect  to  cost  of  insurance  on  the 
monthly  report  as  follows; 

(a)  Insert  the  Branch  cost  of  insurance 

opposite  the  name  of  each  employee  who  is 
insured.  This  is  determined  by 
multiplying  the  nuj.iber  of  days  listed  in 
the  01  Days  column  by  the  number  of 
multiples  of  thousand  dollar  insurance  ty 
0,0125  (cost  per  working  day).  For  your 
convenience  the  table  ^Federal  Emplayees ^ 
Life  Insurance  Cost  to  Branch”  attached  at 
the  end  of  this  section  may  be  used  to 
facilitate  computation  for  each  employee. 
For  example,  if  an  employee  is  covered 
hy  $7>000  insurance  and  is  assigned  to 
your  office  for  19  working  days  (01 
Days  column),  the  cost  for  that  employee 
is  readily  ascertained  by  following  the 
column  headed  hy  doi\Tn  to  19  days 

which  gives  a value  of  5l,66. 

k Travel  Expenses,  Include  in  this  column  mileage 
by  Personal  Automobile,  Per  Diem,  Transportation 
Requests,  and  other  miscellaneous  transpcrtation 
such  as  taxi  fare,  toll  charges  when  paid  by 
traveler,  etc.  The  amounts  shown  in  this  column 
mil  not  necessarily  agree  with  the  totals  shown 
on  the  front  of  the  individual  expense  accounts. 

For  exaiiiple,  non-re imbursable  items  such  as 
Transportation  Reo^uest  Charges  must  be  included 
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in  this  coliimn  hut  v/ill  not  aT)^epr  in  the 

j 

Expense  Accoiint  Totals  for  wh:‘ ch  reimhursement 
is  claimed.  Moreover,  reimhursahle  mis- 
cellaneous expenses  such  as  Postape,  Telephone 
Calls,  Express  Charpes,  Office  Laundry, 
Laboratory  Supplies,  purchased  and  paid  for 
by  the  employee,  should  not  be  included  in  this 
column,  but  should  be  included  under  the 
appropriate  ob.ject  classification  on  the  front 
of  Form  FV-359, 

1 Sub-Totals.  Space  is  provided  for  totaling 
the  individual  columns  on  the  breakdown  sheet 
so  they  can  readily  be  carried  forward  to  the 
‘^Computation  Sheet.” 

IlviPO_ffAUT  ADDITIONAL  INSTHUCTIi-HS  FOR 


preparing  TKD  BR_.^.ZD0i'/N  SHEETS 


2 Inspectors  On  Duty  in  A District  Other  Than  One  in  ii/hich 
They  Have  Their  Official  Headnuarters , 

f’  ''^^en  one  or  More  of  your  Inspectors  are  on  Duty  in 

Another  District,  report  these  inspectors  on  a separate 
’’Breakdown  Sheet.*’  Insert  a heading  across  the 
’’Breakdown  Sheet”  directly  below  the  column  headings. 
Designate  this  herding  as:  '’INSPECTORS  ON  DITPY  IN 

(specify) DISTRICT.”  Make  proper 

entries  under  Annual  Salary,  Daily  Salary,  Paid  Hours, 
Object  15,  07  Insurance,  01  Days,  01  Salary,  and  02 
Travel,  The  ”Sub-Totals”  from  this  Breakdown  Sheet 
will  be  carried  forward  to  the  ’’Computation  Sheet.” 

NOTE:  i/^hen  inspectors  officially  headquartered  in  one 

District,  are  assigned  to  another  District  for  an 
extended  period  of  time,  and  when  T&R*s  are  for- 
warded directly  to  the  District  Office  governing  the 
inspector’s  headquarters , the  above  entries  shall  be 
made  on  the  District  Office  report  in  which  the  in- 
spector’s headquarter  office  is  located « 

b V/hen  Inspectors  Vho  are  Officially  Headquartered  in 
Another  District  are  on  Duty  in  your  office,  report 
these  inspectors  on  a separate  '’Breakdown  Sheet.” 

Insert  a heading  across  the  "Brerkdovm  Sheet” 
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directly'  "below  the  coIuidii  hepdinrs,  Desic'mpte  this 
heading  as:  “INSPXTOHS  ON  DOTY  PHt-M  '"(sT^ecify) 

NISTHICT.”  Malce  proper  entries  under  Annijal  Salary, 
Daily  Salary,  No,  Days  Worked,  Total  Named  Recom- 
pense (Salary  Earned,  Araonnt  A/L  Accrued  Compensator^’’ 
Time,  and  Paid  Hours)  and  Leave  Hours  Used,  Object  15. 
07  Insurance,  01  Days,  01  Salary,  and  02  Travel, 

The  ”Suh-Totals”  from  this  “Breakdown  Sheet*'  will  he 
carried  forward  to  the 'V^omputation  Sheet." 

3 Lumn  Sum  Payments  for  Annual  Leave  at  Time  of  Resignation 
or  T ermination  or  Payments  for  Overtime  V^diich  has  been 
Converted  from  Comuensatorv  Time, 

a Employees  are  paid  in  a lunpsum  for  any  annual  leave 
remaining  to  their  credit  at  time  of  resignation  or 
termination  plus  8 ho'sirs  for  each  official  holiday 
falling  within  the  period  that  would  be  covered  by 
the  annual  leave.  The  amount  is  calculated  by 
multiplying  the  number  of  hours  annual  leave  (in- 
cluding 8 hours  for  each  holiday  fallina:  within 
the  period  that  weald  be  covered  by  the  annual 
leave),  by  the  employee's  current  regular  hourly 
rate.  Include  this  amount  in  the  "01  Salary"  column 

and  the  number  of  hours  (converted  to  days) 
in  the  "01  Days"  column  as  a seioarate  entry  for 
each  employee  concerned.  Explain  this  entry  with  a 
footnote  as  follows:  "Annual  Leave  Lump  Siim  Pay- 

ment." If  the  employee  was  with  our  Division 
prior  to  July  1,  19^7,  contact  the  District  Office' 
for  the  amount  of  the  lump  sum  payment  to  be  in- 
cluded under  "Total  'Earned  Recorauense"  in  the 
"Salary  i'rned"  column  as  a separate  entr^^  for 
each  employee  concerned.  Explain  this  entry  with 
a footnote  as  follows:  "Annual  Leave  Lump  Sum 

Payment  Earned  Prior  to  July  1,  19^7." 

b employees  with  compensatory  time  remainina*  to 

their  credit  at  time  of  resia*nation  or  termination 
may  be  carried  on  compensatory  leave  until  all 
compensatory  time  is  used  up  or  the  unused 
compensatory  time  m^iy  be  certified  as  overtime  in 
which  case  cash  payment  will  be  made  at  the  true 
overtime  rate.  The  amount  of  cash  payment  for  any 
compens'  tory  time  which  may  be  converted  to  paid 
overtime  is  calculated  by  multiplyina-  the  number 
of  hours  by  the  overtime  hourly  rate  at  time  worked. 

If  cash  payment  is  made,  include  this  amount  under 
"01  Salary"  column  ?is  a se-parate  entry  for  each 
employee  concerned,  Ixplain  the  entrj’  with  a 
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footnote  as  follows:  "Cash  Payment  of  converted 

Compensator^'  Time*"  Adjust  "Total  jSarned  He- 
connense"  to  reflect  the  difference  “between  the 
rate  at  which  compensrtory  time  is  certified  for 
cash  payment  in  accordance  with  whichever  of 
the  followin^r  is  applicable: 

(1)  If  the  overtime  rate  is  more  than  the 
regular  hourly  rate  at  which  such  compensatory 
time  was  earned,  the  difference  between  the 
two  amounts  is  added  to  the  "Salary  Earned" 
column  as  a separate  entry  with  appropriate 
footnotes. 

(2)  If  the  overtime  rate  is  less  than  the 
rearuD-er  hourly  rate  at  which  such  compensatory 
time  was  earned,  the  difference  between  the 
two  amounts  is  subtracted  from  the  "Salary 
Earned"  column  with  appropriate  footnotes. 
Unless  overtime  was  earned  prior  to  November  7, 
195^»  it  is  very  unlikely  that  an,v  Inspector's 
overtime  rate  will  be  less  than  his  regular 
hourly  rate, 

c Any  compensatory  time  converted  to  overtime  shall 
be  handled  as  b above, 

4 C CT’ptrbation  Sheet  for  Obligated  Funds  aiid  Ebcpenditures  - 
(.Refer  to  sample  form  attached  to 
the  end  of  this  section).  Each  office  (unless  otherwise 
instructed  by  the  District  Supervisor)  is  required  to 
prepare  a computation  sheet  showing  how  the  obligated 
funds  and  the  expenditures  used  in  preparing  W-359  are 
obtained.  A copy  of  this  "Computation  Sheet"  should 
be  attached  to  each  copy  of  the  completed  "Monthly  Report  - 
of  Operating  ^ibcpenses," 

a Item  1,  Total  Earned  Recom-nense. 

The  "Sub-Totals"  of  "Salary  Earned,"  "Amount  A/L 
Accrued,"  "Gonrpensatory  Time  Amount"  end  "Paid  Hours 
AmoTint"  columns  from  the  breakdown  sheet  covering 
employees  assigned  to  your  office  who  are  head- 
quartered in  your  District  and  the  breakdown  sheet 
covering  employees  assigned  to  your  office  who  are 
headquartered  in  another  District  Fhould  be  brought 
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forward  and  added  together  to  a:ive  the  Total 
Famed  Hecompense  foi*  Fypenditnres  ^ which  will  ...... 

he  crrried  forward  to  the  reverse  side  of  FV-.359, 

h Item  2,  Personal  Services. 

The  "Suh-Totals"  of  ”01  Salary”  and  “Paid  Hours 
iimoaint"  columns  from  the  breakdown  sheet  covering^ 
employees  assimed  to  your  office  who  are  head- 
quartered in  your  District,  and  the  breakdown 
sheet  on  employees  who  are  headquartered  in  your, 
District  but  are  assigned  to  another  District, 
should  be  brought  forward  and  added  together  to 
give  the  Total  01  Personal  Services  for  Obligated 
Funds  v/hich  will  be  carried  forward  to  “Total  01” 
on  the  front  of  FV-359, 

c Item  3f  Socia.1  Security  Costs,  .y- 

(1)  The  “Sub-Totals”  of  the”Ob.iect  15“  column 

from  the  breakdown  sheet  covering  employees 
assigned  to  your  office  who  are  headquartered 
in  your  District  and  the  breakdown  sheet 
covering  employees  who  are  headquartered  in 
your  District  but  are  assigned  to  another  . 
District  should  be  brought  forward  and 
added  together  to  give  the  Total  Ob.iect  15 
for  Obligated  Funds  v/hich  will  be  carried 
forward  to  the  front  of  FV-359.  ..  . 

(2)  The  “Sub-Totals”  of  the  “Ob,ject  15”  column 
from  the  breakdown  sheet  covering  employees 
assigned  to  your  office  v;ho  are  headquarte^d 
in  your  District  and  the  breakdov/n  sheet 
covering  employees  assigned  to  your  office 
who  are  headquartered  in  another  District 
should  be  brought  forv/ard  and  added  together 
to  give  the  Total  Ob.iect  15  for  Expenditures 
which  will  be  included  with  the  "Total 
c^arned  Recompense,"  "Insurance  Costs"  and 
"Object  15“  on  the  reverse  side  of  FV-359, 

d Item  4,  Travel . 

(1)  The  “Sub-Totals”  of  the  “02  Travel”  columns 
from  the  breakdown  sheet  covering  employees 
assigned  to  your  office  who  are  headquartered 
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in  your  District  and  the  "breakdown  sheet 
covering  employees  who  are  headquartered 
in  your  District,  but  a:‘e  assigned  to 
another  District  sho’ild  be  brought  forward 
and  added  together  to  ffive  the  Total  02 
Travel  for  Obi i ar t ed  Fund s which  will  be 
carried  forward  to  “Total  02"  on  the  front 
of  PV-359. 

(2)  The  "Sub-Totals"  of  the  ”02  Travel"  columns 
from  the  breakdov/n  sheet  covering  employees 
assigned  to  your  office  who  are  headquartered 
in  your  District  and  the  breakdown  sheet 
covering  employees  assigned  to  your  office  who 
are  hea,d quartered  in  another  District  should 
be  brought  forward  and  added  together  to 
give  the  Total  Travel  for  ^pesditures  which 
will  be  carried  forward  on  the  reverse  side 
of  FV-359. 

e Item  5 » Insurance  Costs. 

(1)  The  "Sub-Totals"  of  the  "07  INS."  columns 
from  the  breakdown  sheet  covering  employees 
assigned  to  your  office  who  are  headquartered 
in  your  District  and  the  breakdown  sheet 
covering  employees  who  are  headquartered 

in  your  District  but  are  assigned  to  another 
District  should  be  brought  forward  and 
added  together  to  give  the  Total  07  INS. 
for  Obligated  Funds  which  will  be  carried 
forward  to  the  front  of  W-359. 

(2)  The  "Sub-Totals"  of  the  "07  IHS."  columns 
from  the  breakdov/n  sheet  covering  employees 
assigned  to  your  office  who  are  headqiiartered 
in  your  District  and  the  breakdown  sheet 
covering  employees  assigned  to  your  office 
who  are  headauartered  in  another  District 
should  be  brought  forward  and  added  together 
to  give  the  Total  07  INS.  for  Dxuendltures 
which  will  be  included  with  the  "Total 
Earned  Recompense,”  "Insurance  Costs"  and 
"Object  15”  on  the  reverse  side  of  EV-359. 
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5 Pre~oarin/r  Face  of  Her)ort  F'V'^3'^9.  -After  completion 
of  the  "breakdown  and  computation  sheets  as  outlined 
above,  proceed  with  the  face  of  FV— 359  as  follows: 

a Insert  the  words  “Processed  Foods  Inspection” 
just  above  the  “Monthly  Report  of  Operating  Ex- 
penses™ heading* 


Pity . Show  city  and  State  of  field  office  location* 

c Fiscal  Year.  Current  Fiscal  Year.  (Example  - July 
1955  through  June  1956  is  Fiscal  Year  1956.) 

d ' Month. • Current  month  covering  period  of  report* 

e 01  Personal  Services.  (Unless  otherv/ise  instructed 
by 'the  District  Supervisor.)  Under  this  item 

show  Total  01  Personal “ Services  S recorded 

under  Item  2 on  the  imputation  eheet.  This 
object  is  broken  down  into  the  following  categories: 
Permanent,  Temporary,  Uiffl,  LA,  Night  Differential 
and  Overtime.  Show  only  Total  01  - do  not  show 
a breakdown. 

Social  Security  Costs  (Cb.iect  1*?).  (Unless  other- 
wise instructed  by  the  District  Supervisor.)  As 
previously  stated.  Object  15  will  be  inserted 
under  “01  Personal  Services,”  but  will  not  be  in- 
cluded in  the  “Total  01,”  This  cost  will  be 
brought  forward  from  Item  3^  Total  for  Obligation 
of'  the  domrutation  dheet, 

g‘  07  Insurance  Costs.  (Unless  otherwise  instructed 
by  your  District  Supervisor.)  As  previously 
stated.  Insurance  Costs  will  be  inserted  under 
"01  Personal  Services,”  but  will  not  be  included 
in  the  “Total  01.”  This  cost  will  be  brought 
forward  from  Item  5»  Total'  for  Obligation  of  the 
computation  sheet. 

h:'  02 •Travel.  Under  this  object  bring  forward  amount 
of  Total  for  Oblia^ation  from  Item  4 on  the 
Computation  Sheet.  This  object  is  broken  down 
into  the  following  categories:  Per  Diem,  Private 

Automobile,  Other  Transportation,  including  T(S;R*s, 
Show  only  Total  02  - do  not  show  breakdown. 
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i 03  Transportation  of  Things*  Self-explanptory , j/ 

.1  04  Communication  Services,  Self-explanatory . 

Since  telephone  and  telegraph  hills  are  rarely 
received  in  tine  for  the  ctirrent  report,  the 
only  alternative  is  to  use  the  latest  hill  yon 
have  received  for  these  utilities,  which  will 
usTJally  he  for  the  previous  month.  If  this 
policy  is  followed  consistently,  the  variation 
in  the  total  for  the  year  will  he  negligible. ^ 


k 06  Hents  and  Utilities.  Self-explanatory,  Handle 
hills  for  utilities  the  same  as  Communication 
Services,  if  not  received  in  time  for  current  re- 
port . i/ 


1 07  Other  Contractual  Services.  Item  of  Janitor 

should  not  include  any  janitor  service  given  hy 
employee  who  is  certified  on  SE—1130  and  paid  on 
regTjlar  pay  roll.  Ho  PLot  shov;  Insurance  Costs 
here.]^ 


ra 


08  Supplies-.and  Materials  ( ^-x-pendahle  or  serai-, 
expendable  ■artloles)^  Should  include  a’as  and  oil; 
rer>la cement  ^rts  for  cars,  such  as  tires,  tubes 
and  batteries;  office  supplies;  laboratory 
supplies,  such  as  chemicals  and  a-lass;  or  non- 
invent orial  (expendable)  equipment, i/ 


^ 09  Equipment  (non-expendable  or  invent orial 

articles ) . Include  all  purchases  of  inventorial 
(non-expendable)  equipment,  sxich  as  automobiles, 
typewriters,  microscopes,  scales  and  all  other 
items  secured  on  purchase  order  requirina*  pro- 
perty number,  and  paid  out  of  funds  allocated  to 
your  District.  Do  not  include  items  purchased 
and  paid  for  by  the  W^shin/rton  or  other  District 
offices,  (See  instructions  further  outlined,  in 
this  Section,)!/  ' 


0 G-rand  Totals.  Self-explanatory. 


6 Preparing,  r^versp^  Side  of  PV—359.  ~ Receipts,  and  Expenditures , 
This  part  of  PV-359  shows  a complete  statement  of. .the 
financial  operations  affecting:  the  grain  or  loss  of  .your 
office.  Briefly  it  shows  a summary  of  the  “Total  Receipts," 

1/  It  is  not  necessary  to: sh'6w  a bpe.s^down  Of  items  03  through  09> 
inclusive,  unless  so, directed  by  the  District  Supervisor.  Unless 
otherwise  directed,  just  slioi^f  the  total  of  each  object. 
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“Total  -bcpenditures"  and  the  resultant  “Gain”  or 
"Loss”  as  the  case  may  be,  and  should  be  prepared 
in  accordance  with  the  following  outline: 

' s Receints . Informa.tion  to  be  taken  from 

5'V-37o,  Processed  Products  Inspection  Monthly 
Report • 

ili  Comraercial . Commercial  neceipts  are 

: ' the  total  assessed  commercial  fees  and 

expenses.  Show  amount  in  the  Credit 
'.V  column. 

(2)  Government.  Government  receipts  are 

: total  fees  and  expenses  shown  under 

j !r*  • "Services  Rendered  to  Other  Government 

Agencies"  on  Form  FV-370.  Show  amount 
in  the  Credit  column. 

( 3 ) s^jrnpa  i d_  Mils  F o r warded  tp„  Wa  s hi  t on^ 

E.  C^,  for  Collection  ^ Name  of  Compare  — 
fill  in  the  name  of  the  company  and  the 
amount  in  Debit  column  the  same  month  it 
is  reported  on  FV-370. 

Plus  Unpaid  Bills  Collected  that. .have 
" > Previ ously  been  Forwarded,  tp  .Washingiton 

■ fpr_  Collection.  Name  of  Company  - fill  in 

the  name  of  the  company  and  the  amount 
•.collected  either  by  your  office  or  the 
V/ashin^ton  office  in  the  Credit  column. 

b-  Total  Receipts.  Deduct  the  amounts  shown  in  the 
^ Debit  column  from  .the  amounts  shown  in  the  Credit 

column  and  show  the  difference  in  the  Net  column. 

c Expenditures.  This  is  the  amount  of  Expanses 
ass\imed  'by  your  office.  This  ^^oes  in  the  Debit 
column. 

(1)  Total  Earned  Recompense.  Immediately 

following  this  designation  insert  "Insurance 
Costs  and  Object  15"  so  that  the  heading 
will  now  read,  "Total  Earned  Recompense, 
Insurance  Costs  and  Object  15*"  Refer  to 
the  "Computation  Sheet"  and  to  the  total  of 
Item  1 (TER)  add  the  Expenditure  totals  for 
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Item  3 (Object  I5)  ^nd  Item  5 (INS.), 

Report  only  the  tot.'l  of  these  three  items. 

(2)  Totrl  Travel  Expenses.  Pill  in  the  amcint 
shown  •’inder  this  herdin^^  from  "Total 

for  Hxpendi t'lires"  rinder  Item  4 on  the 
"Compntr tion  Sheet," 

(3)  03  Throrigh  09-  Refer  to  the  front  side 
of  Porm  PV-359  rnd  ohtrin  the  tot' 1 for 
all  items  incliided  in  03  Thron^h  09-  Re- 
port this  totrl  in  the  approprirte  space 
on  the  reverse  side  of  Porm  PV-359* 

( ^ ) Shipping  Charges  in  Debit  Column • Whe n 
supplies  or  equipment  are  shipped  to  your 
office  by  another  inspection  office,  by 
the  District  office,  or  by  the  Washin^^ton 
office,  fill  in  the  r mount  of  the  shipping 
ch/  rges  in  the  Debit  column, 

(5)  Purchased  for  our  Office 

by , _ Office  in  Debit  Column. 

i^lten  supplies  or  equipment  are  purchased 
for  yo'^ir  office  by  another  office,  fill  in 
the  item  purchi'sed  for  your  office,  the 
name  of  the  office  purchasing  the  item,  and 
the  amount  in  the  Debit  coliomn, 

(6)  Shinning  CKarges  in  Credit  Column.  When 
supplies  or  equipment  are  shipped  by  your 
office  to  another  inspection  office,  the 
District  office,  or  the  V/ashington  office, 
fill  in  the  amount  of  the  shipping  charges 
in  the  Credit  column. 
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(7)  Purchased 

Office  _f or 

in  "Or edit  Column#  When  supplies 
or  equipment  are  purchased  by 
your  office  for  another  office, 
fill  in  the  item  your  office  pur- 
chased, -the  n€ini9  of  the  office 
the  item  was  purchased  for  and 
fill  in  the  amount  in  the  Credit 
column*  Fill  in  this  information 
for  each  item  your  office  purchased 
for  another  office* 

Exai:iple:  of  (I4),  iS) , (6),  and  (7)  above: 

The  Chicago  office  purchases  a 
Light  Box  for  the  New  York  office 

for  and  issues  the  prepaid 

bill  of  Jading  for  ;#12,00  shipping 
eiiarges* 

The  Chicago  office  report  would  be 
as  follows : 

Credit  Colymn 

■ Shipping  Charges  ^2,00 

Light  Box  purchased 
by  r)ur  office  for 
New  York  office,  $4l*85 

The  I'New  York  office  report  would  be 
as  follows: 

Debit  C^olumn 

Ship^dng  Charges  "^12,0*0 
Light  Box  purchased 
for  our  office  by 
Chicago  office,  $Ul,85 

(8)  Other , If  and  when  the  services  of 
an  imployee  from  another  Division  or 
Branch  of  the  Department  (Grain  Division, 
or  Fresh  Fruit  and  Vegetable  ^.ap.phj>":are 
used  by  us  in  the  capacity  of  Sampler, 

or  loader,  the  cost  to  our  Branch  should 
be  listed  as  an  Expense  as  follows; 

lurs,  G/D  ^3*00  , The 

ai.iount  goes  in  the  Debit  column* 
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MONTtlLY  REPORT  OF  OPEiiATING  EXPENSES  - FORii  FV-3S9 


SECTION  10 


d Total  Expenditures,  Deduct  the  amounts  shown 
in  tPxe  Credit  column  from  the  amounts  shown 
in  the  Debit  column  and  show  the  difference 
in  the  Net  column, 

e Gain  or  Loss,  Iferk  out  one  of  these 

designations  and  leave  the  applicable  one 
and  amount. 


7 Policy. 


a Inspectors  Reporting  from  one  Field  Assignment 
to  Another,  Unless  otherwise  instructed  by  the 
District  Supervisor,  charges  for  inspector’s 
salary,  expenses  and  travel  costs  will  be 
assumed  by  the  destination  office,  from  the 
time  employee  departs  for  new  assignment  regard- 
less of  location  of  inspector’s  official  head- 
quarters, If  annual  leave,  sick  leave  or 
compensatory  leave  is  granted  enroute,  date  of 
departure  for  new  assignment  shall  be  considered 
as  of  termination  date  of  any  such  leave  taken 
between  assignments.  If  leave  is  taken  enroute 
appropriate  time  should  be  allowed  as  work  time 
to  cover  actual  travel  from  point  of  departure 
to  point  of  destination, 

b Period  Covered  by  Report,  FV-359  should  cover  all 
items  of  expense  for  an  entire  calendar  month, 
should  be  compiled  as  promptly  as  possible  after 
the  first  of  each  month,  after  the  completion 
of  FV-370  Monthly  Report,  and  should  reach 
destination  point  no  later  than  10  days  after  the 
end  of  the  month  which  the  report  covers. 
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MONTHLY  RHPOHT  OP  OP  IRATIHG  HXPj3NS.:JS  - POHl-i  PV-.369 


S XTIOH  10 


® ?i.sJtribution,  Ori^rinpl  PV-359  with  Breakdown  pnd 

Computation  Sheets  attpched  to^=rether  with  the  ori£;in8l 
cop  of  PV-370  to 

lir,  P,  L,  Southerland,  Chief 
Processed  Products  Standardi zation 
and  Inspection  Branch 
Prult  and  Vegetable  Division,  AI4S 
U,  S,  Department  of  Agriculture 
V/ashin^rton  25,  D,  C, 

One  copy  of  PV-359  with  Breakdown  and  Computation  Sheets 
attached,  ivith  one  copy  PV-370  to  — — District 

C*ffice,  One  copy  of  PV-359  and , Brea kdo^vn  and  Computation 
Sheets  and  copy  of  PV-.37O  to  be  retained  in  office. 

9 Errors  or  Omissions.  V/hen  an  omission  or  an  incorrect 
listing  is  discovered  in  the  Monthly  Heport  of  Operating 
Expenses  or  in  the  Breakdown  or  Computation  Sheets  after 
sending  them  to  the  Washington  office,  make  the.  necessary  ' ' 
corrections  and  note  these  corrections  under  the  specific 
item  in  question  in  the  report  for  next  month,  unless  ^ 
otherwise  advised  by  the  V/ashin^ton  office.  In  case  of 
an  arithmetical  error,  make  corrections  on  all  copies 
of  the  report  in  which  the  error  occiu*red.  For  instance, 
if  an  error  has  been  made  in  reporting  the  amount  of 
Salary  or  Expense  Accoimt,  make  the  correction  the  next 
month  on  the  Breakdown  and  Computation  Sheets  attached 
to  Form  FV-359.  Ur,  if  an  error  has  been  made  in  supplies 
and  materials,  make  the  correction  in  the  apTjropriate 
space  under  Object  08,  Notations  as  to  adjustments  or 
corrections  shoiold  not  be  made  on  the  reverse  side  of 
Form  FV-359  unless  there  is  no  other  place  to  make  such 
adjustment  of  correction.  For  example,  any  correction 
in  P.I.Me  or  “Other”  would  necessarily  be  made  on  the 
reverse  side  of  FV-359.  However,  the  amounts  reported 
on  the  reverse  side  of  this  form  will  reflect  the 
corrections  made  in  each  of  the  appropriate  catet^ories 
or  items. 
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Fi2)xlRAL  iWLOYlS  LIF'*5  IllSUIUUCii; 
COST  TO  BRANCH 


Clumber 

of 

Jerking 

Nays 

■f  3.000 

^ 4,000 

Amount  of  Insurance 
0 5,000  $ 6,000 

Jerking  Day  Cost 

? 7,000 

8,000 

1 

.0375 

0 .0500 

s .0625 

V .0750  ■ 

^ .0875 

.1000 

2 

.0750 

• 1000 

.1250 

.1500 

il750 

.2000 

3 

.1125 

.1500 

.1875 

.2250 

.2625 

.3000 

4 

.1500 

• 2000 

.2500 

.3000 

.3500 

.4000 

5 

.1875 

,2500 

.3125 

.3750 

.4375 

.5000 

6 

.2250 

■ .3000 

.3750 

.4500 

.5250 

.6000 

7 

.2625 

.3500 

.^375 

.5250 

.6125 

:.7000 

8 

. 3000 

.4000 

.5000 

.6000 

.7000 

. .8000 

9 

. 3375 

.4500 

• 5625 

.6750 

.7875 

.9000 

10 

. 3750 

^ .5000 

.6250 

.7500 

.8750  ' 

i.oooo 

11 

.412"- 

.5500 

.6R?5 

.8250 

.962-; 

1.1000 

12 

."'500 

.6000 

.7500 

.9000 

1 . 0500 

1.2000 

13 

■ ,6500 

.8123 

.9750 

1.1375 

1.3000 

14 

.5250 

.7000 

.^'750 

1 . 0500 

1.2250 

. ..i  ..^00 

15 

.5625 

.7500 

.93'75 

1.1250 

1.3125 

,1.5000 

16 

.6000 

.HOOO 

1 . 0000 

1.2000 

0 

0 

0 

1.6000 

17 

.6375 

. ^500 

.1.0625 

1.2730 

1.4875 

..’.,1.7000 

IP 

.6750 

.9000 

1.1250 

1.3500 

1.5730 

1 . 8000 

19 

.7125 

.9500 

1.1875 

1.4250 

1.6625 

1.9000 

20 

.7500 

1 . 0000 

1.2500 

1.5000 

1.’7500 

2.0000 

21 

.7875 

1.0500 

1 . 3125 

1.5750 

1 . 83'^3 

2.1000 

22 

.«250 

1.1000 

1 . 3750 

1.6500 

1.9250 

2.2000 

23 

. 86^5 

1.1500 

1 . 47'’5 

1.7'>50 

2.012.3 

2.3000 
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SECTION  10 


Fobu  FV.359.Z 

M 6 U.  S.  DEPARTMENT  OF  AGRICULTURE 

11.0.33/  agricultural  marketing  service 

FRUIT  AND  VEGETABLE  DIVISION 
PROCESSED  PRODUCTS  INSPECTION 

COMPUTATION  SHEET  FOR 
OBLIGATED  FUNDS  AND  EXPENDITURES 

(REPORTED  ON  FORM  FV-359, "MONTHLY  REPORT  OF  OPERATING  EXPENSES") 

OFFICE 

Chicago,  Illinois 

MONTH 

December 

FISCAL  YEAR 

1956 

ITEM 

AMOUNT 

OeUGATED 

FUNDS 

EXPENDITURES 

1,  TOTAL 
EARNED 
RECOMPENSE 

a.  Salary  Earned  (Sub-Total) 

» 1.50S.16 

b.  From  Eastern  District 

91.52 

c.  Amount  A/L  Accrued  (Sub-Total) 

105.83 

d.  From  Eastern  District 

U.93 

e.  Compensatory  Time  Amount  (Sub-Total) 

130.20 

f.  From  Eastern  District 

23.76 

g.  Paid  Hours  (Sub-Total) 

19.25 

h.  From  Eastem  District 

18.76 

Total  Earned  Recoapense 

* 1,899  .Id 

2.  PERSONAL 
SERVICE 

a.  01  Salary  (Sub-Total) 

$ 1,756.76 

b.  To  Western  District 

366.2U 

c.  Paid  Hours  (Sub-Total) 

19.25 

d.  To  Western  District 

36.69 

Total  01  Personal  Service 

*2.178.91* 

3.  SOCIAL 
SECURITY 
COSTS 

a.  Object  16  (Sub-Total) 

s . » . 

b.  To  District 

. . » 

Total  for  Obligation 

$ 

c.  Object  16  (Sub-Total) 

$ - 

d.  From  Eastern  District 

.99 

Total  for  Extendi tares 

* .99 

4.  TRAVEL 

a.  02  Travel  (Sub-Total)  |S  17«20 

b.  To  Western  District  i 152*?U 

Total  for  Obligation 

* 169.91*  . 

c.  02  Travel  (Sub-Total) 

s 17.20 

d.  From  Eastern  District 

297.50 

Total  for  Expend! tsres 

* 311*.70  _ 

5.  INSURANCE 
COSTS 

a,  07  Insurance  (Sub-Total)  |S  5«25 

b.  To  Western  District  j 1*31 

Total  for  Obligation 

* 6.56  , 

c.  07  Insurance  (Sub-Total) 

» 5.25  . , 

d.  From  Eastfirn  District 

.33 

Total  for  Expend! tares 

* 5.58 

All  I .•tf  I 
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Form  FV-359  U.  S.  DEPARTMENT  OF  AGRICULTURE 

1 (6-26-52)  PRODUCTION  AND  MARKETING  ADMINISTRATION 

' FRUIT  and  vegetable  BRANCH 

PROCESSED  FOODS  INSPECTION 

MONTHLY  REPORT  OF  OPERATING  EXPENSES 

CITY 

Ghicagfo.  Illinois 

FISCAL  YEAR 

1256 

MONTH 

December 

OBJECT 

ITEM 

ESTIMATED  EXPENSES 

01  PERSONAL 
SERVICES 

Permanent 

$ 

16.56 

Temporary 

Ob;1ect  l5 

Insurance  Costs 

Night  Differential 

TOTAL  01 

*2.178.91i 

Overt  ime 

02  TRAVEL 

Per  Diem 

$ 

Private  Automobile 

TOTAL  02 

» 169.9k 

Other  Transportation,  including  T. R's. 

Freight,  Express  and  Drayage 

$ 12.82 

08  TRANSPORTATION 
OF  THINGS 

Moving  Household  Goods,  etc. 

TOTAL  03 
$ 12.82 

Postage  (Parcel  Post)  - Include  Postage  Due 

04  COMMUNICATION 
SERVICES 

Telephone  Monthly  Contractual  Rate 

* 7.86 

Long  Distance  Calls  and  Tolls 

2U.02 

Te legrams 

Teletype 

Postage,  First  Class 

.36 

TOTAL  0« 

* 32.2k 

Other  (Itemize) 

05  RENTS  AND 
UTILITIES 

Office 

• 

Heat 

Light 

Gas 

Water 

Post  Office  Box 

TOTAL  05 

S 

Other  (Itemize) 

07  OTHER 

CONTRACTURAL 

SERVICES 

(Services  other  than  those  covered  under  06) 

Garage  Rent 

$ 

Labor  and  Repairs  (Miscellaneous  Equipment) 

Labor  and  Repairs  (Automobile) 

108 

Laundry 

3.92 

Janitor 

Other  (Itemize) 

TOTAL  07 

s 16.80 

08  SUPPLIES 
AND  MATERIALS 
(Expendable  or 
Semi -ex pe nda b le 
articles ) 

Gasoline  and  Oil 

s 12. UO 

Office  Supplies 

Supplies  (Specify) 

Other  (Itemize) 

TOTAL  08 

» 12.k0 

09  EQUIPMENT 

(Non-expendable 
or  inventOrial 
articles ) 

(Itemize) 

$ 

Scales  purchased  fctr  Washincton  office. 

328.k0 

TOTAL  09 

« 328.kO 

GRAND  TOTALS 

k75i.Sk 

(Se«  Reverse  Sid«) 
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Form  FV-3S9  (6-26-52)  REVERSE 


SECTION  10 


RECEIPTS  AND  EXPENDITURES  credit  debit 

RECEIPTS 

Cn—f  rcial #13 

(«TernBient I183.88 


NET 


Less  unpaid  bills  forwarded  to  D.  C.  for  collecticm  - 

Name  of  c^«.ny  ^ohn  P.  Jones^  Inc» _.$13.r.QQ 

? ? 


Plus  unpaid  bills  collected  that  bare  preriously  been  forwarded  to 
D.  C.  for  collection 

Naate  of  Coapany . . . 


TOTAL  RECEIPTS 


EXPEWmJBES 

Tofi  E.n»i  Rec<iq«..e,  and  .Objeot  15, 

Trarel  . 

03  through  09 . 

Shipping  Ouirges 

Purchased  for  our  Office  by 

Office 


■ $3.11t7.13 


la.90S.98 

31U.70 

U02.66 


Shipping  Charges  — 

Purchased  by  our  Office  for 

tfashiiigton Office 


Other  P*I#H« ^11  a 71 

TOTAL  EXPENDITURES $2^293  a 83 

GAIN  { 8^3  a 30 

Reaarks: 
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POSTAGE  STAl^PS,  FERRY,  STREET  CAR,  SUHaTAY  Aj\ID  TOLL 
BRIDGE  TICKETS;  POST  OFFICE  BOXES;  Ta/EL  SERVICE; 
AUTOMOBILE  REPORTS 


SECTION  11 


A Postage  Stamps,  Ferry,  Street  Car,  Subway  and  TollBridge  Tickets » 

1 Supplies , A supply  of  airmail  and  special  delivery  postage 
stamps,  ferry,  street  car,  subijay  and  toll  bridge  tickets 
may  be  maintained  in  the  office  for  use  on  official  business. 
Supplies  may  be  obtained  by  leaking  request  on  requisition 
Form  AD-li|.  tlirough  your  Area  Administrative  Division^ 

a Accountability  Record. . An  accountability  record  must 
be  maintained  on  such  items  received  by  the  office. 

This  record  must  include  the  follcyt^ring: 

(1)  Date  received. 

(2)  lionetary  value. 

(3)  Date  used. 

(U)  Purpose  used; 

(a)  Tickets  - initials  of  user. 

(b)  Stamps  - addressee. 

All  unused  stocks  must  be  maintained  in  a locked  drawer 
or  locked  file  and  under  no  circumstances  should  they 
be  sold  to  anyone  or  used  for  any  purpose  other  than 
official. 

b Reimbursement.  Employees  authorized  to  apply  postage 
stamps  in  official  mailings  and  to  travel  on  official 
business  may  purchase  these  items  ^ihen  needed  for 
official  use  and  claira  reimbursement  on  expense  accounts. 

B Post  Office  Boxes.  Offices  that  need  a post  office  box  for  receiving 
mail  may  submit  Form  AD-ll;,  Request  for  Supplies,  to  your  Area 
Administrative  Division,  giving  name  of  postmaster  and  location. 

The  Administrative  Services  Branch  will  prepare  a purchase  order 
on  a quarterly,  semi-annual  or  fiscal  year-  basis  and  payment  will 
be  made  direct  to  the  postiiiaster  by  the  Area  Budget  and  Finance 
Branch.  SF-103U  need  not  be  prepared  at  the  field  office  level. 

C Towel  Service. 

1 When  towel  service  is  needed  for  an  indefinite  period,  the 
Officer- in-Charge  should  locate  three  sources  of  sup,  ly  and 
ascertain  bids  froiti  those  sources,  - hen  ascertaining  bids. 
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POSTAGE  STAI^IPS,  FERRY,  STREET  CAR,  SUHaFAY  AIID  TOLL  SECTION  11 

BRIDGE  TICKETS,-  POST  OFFICE  BOXES,-  TaATEL  SERVICE; 

AUTCMOBILE  REPORTS 


the  Officer-in-Charge  should  indicate  specifically  the  amount 
and  extent  of  toixel  service  desired,  such  as  "12  clean  towels 
weeld-y  T^^ith  soap  and  rack*" 

a Submit  to  Area  Adriiinistrative  Division  Form  AD-II4. 
outlining  towel  service  desired  with  the  three  bids 
received  attached. 

2 Payment  for  Service.  The  field  office  should  arrange  for 
payment  by  processing  a properly  certified  bill  or  by  one 
of  the  other  means  of  payment  as  outlined  in  Section  13. 

D Dejoartment  Owned  Automobiles . Every  automobile  oirned  by  the 
Department  is  required  to  carry  a decalc omania  sticker  (Form 
ad-185)  on  the  dashboard  or  other  convenient  place  where  it  can 
be  readily  seen  by  occupants  of  the  car.  The  sticker  warns 
against  unauthorized  use  of  the  car. 

An  Operation  Record  booklet  (Form  AD-I87)  must  be  kept  in  the 
glove  compartment  of  each  car  and  the  date,  speedometer  reading 
ard  any  e^q^enditures  entered  in  the  spaces  provided.  At  the 
end  of  each  month,  the  figures  are  to  be  totaled  and  the  totals 
carried  to  the  Service  Record  in  the  back  of  the  booklet. 

At  the  end  of  each  quarter  (or  each  month,  in  accordance  with 
instructions  from  the  respective  Area  Administrative  Division 
office  having  jurisdiction)  enter  totals  for  the  period  on 
Form  AD-I87A  - Periodic  Operation  Report  (tear-out  sheet  in  back 
of  booklet),  fill  out,  and  i.iail  to  tlie  Area  Administrative 
Division  office  for  your  area.  Addresses  of  tlie  three  offices 
are  sha-m  in  Section  12, 

On  June  30  of  each  year  total  the  columns  in  the  Service  Record 
in  the  back  of  the  booklet  and  traisfer  tlie  totals  to  the 
Service  Record  in  a neTi  Operation  Record  booklet,  miling  the 
old  Operation  liecord  to  your  Area  Adiainistrative  Division, 
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GOVERNMENT  BILI5  OF  UDING  - SF-1103 


SECTION  12 


A Preparation  and  Distribution  of  Government  Bills  of  Lading ♦ 

Complete  instructions  regarding  the  preparation  and  distribution 
of  Government  Bills  of  Lading  are  given  in  A14S  Instruction  2U9-1 
dated  k/^/5h»  This  instruct ion^  and  any  amendments  or  revisions 
that  may  be  made  thereto,  should  be  followed. 

Clarification . In  clarification  of  AhS  Instruction  2i4.9-l,  page  5, 
paragraph  b,  Office  to  be  Billed  for  Transportation  Charges,"  shoi-r 
the  following: 

USDA,  Eastern  (Central  or  Western)  Area 
Administrative  Division,  Agricultural  I'ferketing  Service 

and  the  applicable  address,  as  follows: 

Eastern  - Washington  25,  D,  C, 

Central  - liand-Mc Wally  Building 
536  South  Clark  Street 
Chicago  5,  Illinois 
Western  - l5l5  Clay  Street 

Oakland  12,  California 

B Procedure  for  i'laintalning  Icecord  of  Government  Bills  of  Lading, 

A^  Instruction  No,  214.9-1  outlines  the  responsibility  of  the 
accountability  officer  in  maintaining  Bill  of  Lading  Accountability 
Record  on  Standard  Form  1121, 

1 Keep  a record  of  all  bills  of  lading  on  Form  1121, 

2 Requisition  and  maintain  only  a supply  sufficient  to  meet  the 
needs  of  the  office, 

3 Bills  of  lading  raust  be  kept  in  a locked  storage  cabinet  or 
locked  file  drawer. 

k Bills  of  lading  should  be  issued  consecutively  as  to  serial 
number. 

5 If  a bill  of  lading  is  mutilated  or  otheri/Jise  spoiled  or  if 
it  should  be  made  out  in  eri-or,  mark  the  complete  set  VOID 
across  the  face  of  the  document  and  return  all  copies  to  the 
appropriate  fiscal  office,  e.ccept  retain  one  copy  for  your 
file.  !feke  a record  of  its  disposal  on  Form  1121, 

6 The  issuing  office  must  report  charges  of  shipping  the  items 
under  Object  03  on  the  face  of  "Monthly  Report  of  Operating 
Expenses,"  FV-359.  The  office  receiving  the  shipment  must 
immediately  notify  the  issuing  office  as  to  the  amount  of  the 
shipping  charges. 
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METHODS  OF  LOCAL  PURCHASE  AND  PAY14ENT 


SECTION  13 


A Purpose , The  p\irpose  of  this  instruction  is  to  refer  field 
offices  to  the  proper  AMS  Instruction  coverin;^  purchases  and 
services  other  than  personal  and  the  procedure  to  be  followed  in 
making  payment  for  such  purcliases  and  services, 

B Policy,  The  policy  of  the  Branch  regarding  procurement  of  all 
supplies,  equipment,  forms  and  miscellaneous  services  is  to 
operate  in  accordance  iri.tli  AMS  InstructioiiS,  currently  No.  2U0-2, 
These  instructions  are  further  clarified  as  follows: 

1 All  needs  should  be  anticipated  as  much  in  advance  as 
possible  in  order  to  avoid  the  necessity  of  making 
"Emergency  Purchases"  and  in  order  to  make  a few  large 
requisitions  (over  st25),  rather  than  frequent  small  purchases, 

2 Supplies,  equipment  and  services  should  be  requisitioned 
using  Form  AD-ll|  whenever  they  are  available  and  the 
requisition  exceeds  $2$ a 

3 When  necessary  and  justifiable  supplies,  services  and 
equipment  may  be  obtained  through  local  purchase « 

U When  small  amounts  are  involved  in  local  purchases, 
considerable  savings  to  the  Government  can  be  made  by 
making  cash  payment  and  claiming  reimbursement  on  Travel 
Vouchers,  SF-1012  (Revised), 

C Methods  of  Local  Purchase  and  Payment,  Instructions  regarding 
the  prourement  of  supplies,  equipment,  forms,  and  miscellaneous 
services  are  given  in  AMS  Instruction  No,  2l|.0-2,  These  instructions 
are  further  clarified  as  folloifs: 

^ ^^thority.  Local  p-urchase  is  authorized  onl3^  under  certain 
conditions  and  onlj^  for  certain  items.  Extreme  caution 
should  be  taken  prior  to  making  a local  purchase  to  be 
sure  that  the  field  office  is  authorized  to  make  such 
purchase.  In  cases  where  any  doubt  exists,  consult  the 
District  Supervisor, 

2 I'lethods  of  Payment  for  Local  Pur-chases.  One  of  the  following 
methods  should  be  followed  in  arranging  for  payment  of  local 
purchases : 

a Commercial  Invoice,  The  original  and  one  copy  of  a 
properly  certified  comiiiercial  invoice  may  be  obtained 
to  be  processed  as  outlined  in  AMS  Instructions,  In 
such  cases  no  SF-103i;  (Revised)  needs  to  be  prepared. 
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METHODS  OF  LOCAL  PURCHASE  AND  PAYMENT 


SECTION  13 


b SF-103U  (Revised),  The  field  office  shall  prepare,  or 
have  the  vend  car  prepare,  an  criginal  and  one  copy  of 
SF-103U  (Revised)  as  outlined  in  AiyS  Instructions. 

® Payment,  The  purchaser  shall  claim  reimbursement 

on  his  regular  Travel  Voucher,  SF-1012  (Revised), 
supported  by  a signed  receipt  for  any  purchase 
exceeding  $3*00, 

^ SF-Itlj,  Purchase  Order  ~ Invoice  and  AD-38,  Blanket 
Purchase  Order.  If  it  is  deem^  advisable  or  if 
circuTflstances  seem  to  warrant  the  field  office  having 
on  hand  a supply  of  SF-iiUi  or  if  it  spears  desirable 
to  request  the  Administrative  Division  to  issue  an 
AD-3 8,  consult  the  District  Supervisor  for  approval 
and  follow  AMS  Instruction  No.  2^0-2  on  their  use, 
preparation  and  distribution. 
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TRAVEL  V0UCH31  (SF-1012) 


SECTION  14 


A TraTel  Authorization^ 

Eaoh  District  Supervisor  is  given  a numbered  \jritten  authority 
to  approve  official  travel  by  persons  under  his  direction.  The 
authority  number  must  appear  on  each  (Gravel  Voucher, 

B The  Travel  Voucher  (SF-1012) . 

Reimbursement  amounts  claimed  must  be  in  accordance  v/ith 
instructions  from  the  District  Supervisor  in  regard  to  allov.'able 
per  diem,  mileage  rates  when  private  car  is  used,  and  other 
details.  In  preparing  the  travel  ‘i-oucher  the  follovjing  rules 
should  be  observed: 

1 Submit  Iravel  Vouchers  l^^mptly.  In-  general,  travel  vouchers 
should  be  prepared  promptly  at  the  close  of  tlie  month  or, 

in  case  authority  is  granted  for  a single  trip  only,  as  soon 
as  practicable  on  completion  of  the  trip, 

2 VHien  Assignment  Extends  Into  Follo^/ing  Month,  If  travel 
or  per  diem  status  is  completed  after  tiro  or  tliree  days  of 
the  folloi/ing  month,  and  it  is  possible  to  present  an 
entire  claim  covering  a particular  assignment,  it  is  per- 
missible to  carry  an  expense  account  into  the  next  month 
until  the  particular  assignment  is  completed. 

3 Do  Hot  overlap  Kext  Fiscal  Year.  It  is  not  permissible 
to  cover  expenses  for  more  than  one  fiscal  year  on  a 
single  expense  account.  All  expense  accounts  must  close 
on  June  30  of  each  year,  and  a separate  account  prepared 
beginning  July  1,  A new  authority  number  is  assigned  T.dth 
the  beginning  of  the  new*  fiscal  year,  and  travel  vouchers 
under  separate  authority  numbers  must  be  handled  separately, 

C Preparation  of  Travel  Voucher  (SF-1012) , 

1 Complete  instructions  for  the  preparation  of  travel  vouchers, 
with  sample  exhibit  form,  are  contained  in  A^S  Instruction . 
469-1.  Each  traveler  should  also  obtain  a copy  of  the 
Standardized  Government  Travel  Regulations  (SF-150)  and 
familiarize  himself  with  its  contents. 

In  preparing  the  voucher,  malce  sure  that  all  copies  are 
legible , 

2 Department,  Bureau  or  Establishment.  Insert  after S,” 
on  the  top  line  of  the  Travel  Voucher,  - ”Dept,  of 
Agriculture,  A16,  F & V Division," 
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TRAm  VOUCHEE  (SF-1012) 


SECTION  14 


3 Official  Duty  Station,  Insert  the  official  headquarters 
of  tlie  enployee,  which  may  not  he  th.8  station  out  of  which 
or  to  v/liich  he  is  temporarily  assigned.  Being  on  detail 
to  another  office  does  not  constitute  a change  in  official 
headquarters.  An  inspector's  headquarters  remain  the  same 
unless  changed  by  a personnel  action  which  . has  been  approved 
by  the  Wasliington  office, 

4 Payee . Sign  original  only.  The  signature  of  the  approving 
officer  also  will  appear  only  on  the  original, 

5 Approving?  I^ficer.  All  travel  vouchers  must  be  approved 
by  the  District  Supervisor  for  the  District  in  which  the 
inspector  has  liis  official  headquarters,  even  though  the 
travel  may  occur  while  the  inspector  is  on  temporary 
assignment  in  another  District, 

D Reporting  Ebq^ense  Items  on  Breakdo^^/n  Sheet  (FV-359«-l)  • 

Wlien  preparing  the  14onthly  Report  of  Operating  Expenses  (FV-359) 
and  tile  Breakdown  Sheet  (FV~359.l)  it  id.ll  be  necessary  to 
assign  the  items  on  the  Travel  Voucher  to  the  appropriate  objects 
(02  tlirough  09)#  Telephone  toll  calls,  postage  and  other  items 
paid  in  cash  and  included  on  the  e:cpense  accoimt,  for  e^saraple, 
are  extracted  and  placed  under  the  appropriate  objects,  (See 
Section  lOi) 

E Distribution  of  Travel  Voucher  (SF-1012). 

1 Prepare  original  and  t'lree  yellow-  copies.  Forward  original 
and  two  yellow  copies  co  the  District  office,  the  payee 
retaining  the  third  copy. 

2 The  District  office  vdll  retain  one  yellow  copy  and  forward 
the  original  and  one  copy  to  the  Area  Adminis-tarative 
Division, 
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GOVSRimiT  RJIQU3STS  FOR  TRANSPORTATION  (SF-1169) 


SECTION  15 


A Preparation  and  Accountability  Instruction , 

1 Complete  instructions  regarding  the  preparation  of  Government 
Requests  for  Transportation  are  given  in  AVS  Instructions, 
currently  466-1,  Revision  1,  and  466-2,  These  instructions 
also  cover  procedure  to  follow  in  maintaining  an  accoimta- 
bility  record  of  all  Government  Requests  for  Transportation, 
Each  traveler  should  also  have  and  be  thoroughly  acquainted 
with  the  contents  of  the  Standardized  Cover niient  Travel 
Regulations  (Form  SF-150) , 

2 'A  supply  of  Government  Transportation  Requests  to  meet  the 
needs  of  the  office  is  to  be  kept  on  hand  in  each  field 
office.  The  supply  of  Transportation  Requests  must  be  kept 
in  a safe  or  other  locked  compartment.  Transportation 
Requests  may  he  issued  by  an  Officer -in-Charge  to  any 
inspector  whose  official  headquarter  point  is  in  the  same 
District  as  the  Fiscal  office  issuing  the  book.  A signed 
receipt.  Form  AD-51S,  must  be  obtained  from  each  employee 
to  ^.hom  a book  ox  Transportation  Requests  is  issued.  At 
the  time  of  resignation  or  separation  from  the  Service,  it 
is  necessary  to  secure  the  Transportation  Requests  in  the 
possession  of  such  an  employee.  For  this  reason,  it  is 
advisable  to  have  all  books  of  Transportation  Requests  issued 
by  either  the  District  office  or  the  Officer -in-Charge  at 
the  official  headquarter  point  of  the  inspector. 

3 Transportation  Requests  are  not  interchangeable  among  the 
three  Districts  (Eastern,  Central,  Western);  they  must  be 
obtained  from  the  same  District  which  audits  the  individual's 
expense  account. 

4 An  accurate  record  must  be  kept  in  tl.e  field  offices,  on 
Form  SF-1120,  of  each  TR  boo!:  assigned  to  the  office. 

5 Partly  used  books  returned  by  an  inspector  may  be  reissued 
to  another  inspector. 
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PERSONNEL  AND  FISCAL  ACTIOl'B 


SECTION  16 


A Clearance  Channels. 

All  matters  pertaining  to  chan^^es  in  personnel  ov  fiscal  status 
of  an  employee  sliall  be  ctir3ct3ci.  to  the  District  Supervisor  who 
in  turn  shall  consult  T/ith,  recomnend,  and  request  authority 
from  his  Washington  office  to  take  the  desired  or  necessary  action. 
The  District  Supervisor  shall  clear  the  matter  through  his  Area 
Administrative  Division  after  receiving  authority  from  his 
V/ashington  office, 

B Applications  for  Employment. 

Applications  for  employment  shall  be  directed  to  the  District 
Supervisor  unless  othari/ise  directed  by  him  or  by  the  Washington 
office.  Applicants  shall  be  interviewed  by  the  officer -in-charge 
or  other  supervisor  and  his  recommendation  concerning  tne  fitness 
of  the  applicant  sliall  be  made  to  the  District  Supervisor  to- 
gether ^.jith  uhe  application . 

C Appointments . 

1 The  District  Supervisor  shall  obtain  clearance  from  liis 
Washington  office  and  Area  Personnel  office  for  all  appoint- 
ments, V/hen  requesting  approval  for  appointment  of  technical 
personnel,  the  educational  backgroimd  and  experience  of  the 
applicant  must  accompany  the  request, 

2 The  District  Supervisor  shall,  unless  arrangement  has  been 
made  otherx/ise  with  the  Area  Personnel  office  or  field 
officer -in-charge,  notify  the  candidate  for  employment  the 
date  on  which  he  should  report  for  duty, 

3 Tlie  District  Supervisor  shall  advise  each  field  office 
relative  to  the  forms  required  by  the  Area  Personnel  office 
for  processing  an  appointment, 

4 Tlie  District  Supervisor  shall  advise  the  field  office  as 
to  the  effective  date  of  an  appointment  as  soon  as  the 
effective  date  is  established, 

5 Under  no  circumstances  should  a candidate  for  employment  be 
alloi/ed  to  report  for  duty  prior  to  the  effective  date  of 
the  appointment.  Salary'"  payments  cannot  be  made  for  x-7ork 
performed  previous  to  the  effective  date  of  the  appointment 
of  the  employee,  regardless  of  any  emergency  of  work. 
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PHESOm-TIil,  AI'ID  FISCAL  ACTI01\B 


SECTION  16 


6 Ordinarily,  all  neu  clerical  employees  or  replacements 
must  be  selected  from  Civil  Service  Registers,  except 
temporary  emergency  clerical  or  labor  help.  Only  in  rare 
instances  Liay  we  employ  temporary  clerical  or  typist  help 
except  those  Trhich  have  been  certified  to  us  by  the  Civil 
Service  Commission  and  then  only  with  the  specific  approval 
of  your  Washington  office  and  the  Area  Personnel  office, 

7 Officers— in-Charge  should  not  contact  the  Civil  Service 
Commission  directly.  Contacts  T/ith  the  Civil  Service 
Commission  \jill  be  made  by  the  Area  Peraonnel  office, 

S The  field  office  shall  notify  the  District  office  by 

telegraph  or  telephone  of  the  exact  date  and  time  a nev/ly 
appointed  employee  reports  for  duty,  Hiis  notification 
should  be  sent  immediately  after  the  nev/  employee  reports. 

The  District  office  shall  immediately  notify  the  Area 
Personnel  offic%  the  Fruit  and  Vegetable  Division 
Administrative  Officer  in  Washington  and  the  Chief  of  Idle 
Processed  Products  Standardization  and  Inspection  Branch. 

9 Wlien  approval  has  been  given  to  ma!:e  an  appointment  and 

the  offer  of  appointeent  is  declined,  tbe  District  Supervisor 
shall  advise  his  Washington  Division  Administrative  Officer 
and  the  Chief  of  the  Branch.  He  should  also  advise  his  Area 
Personnel  office  if  that  office  is  not  :.x^re  of  the 
declination, 

D Leave  Without  Pay. 

1 Requests  for  leave  ^.jithout  pay  should  be  discussed  x.dth 
the  District  Supervisor, 

2 Leave  idthout  pay  will  not  be  granted  without  good  and  justifi' 
able  reasons  and  it  must  be  to  the  best  interest  of  the 
Government  to  grant  such  leave, 

3 Request  for  leave  without  pay  in  excess  of  30  days  must  be 
submitted  in  variting  by  the  employee  to  the  District  Super- 
visor. The  request  shall  indicate  the  period  and  reasons 
for  xiiich  leave  v/ithout  pay  is  being  requested. 

4 Tlie  District  Supervisor  must  obtain  approval  from  his 
Washing'bon  office  before  granting  leave  xdthout  pay  in 
excess  of  30  days.  In  the  event  approval  is  granted  the 
District  Supervisor  idLll  prepare  the  necessary  personnel 
action  and  clear  xrith  the  Area  Personnel  Office. 


Page  2 

January  1956 


PSRSOItTSL  Ai'JD  FISCAL  ACTIOMS 
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^ Resignations  (SF-52) , *'Request  for  Personnel  Action”. 

1 Form  SF-52  is  provided  for  employees  who  wish  to  resign. 

(See  AMS  Instruction  333-1,  Revision  l) , 

2 The  employee  resigning  should  complete  only  items  23  and 
24  of  Standard  Form  52.  Tlie  headings  under  these  two 
items  are  self-explanatory,  IJhen  the  resignation  is  by 
letter,  the  letter  shall  be  attached  to  the  SF-52.  In  case 
of  an  oral  resignation,  the  requesting  office  shall  fill 

in  item  23,  indicating  the  reason  for  the  resignation,  the 
last  working  day  and  the  fact  that  the  resignation  \ias  given 
orally.  In  the  event  an  employee  resigns  while  on  annual 
leave  or  on  sick  leave,  he  must  insert  the  date  of  his  last 
working  dajr.  Compensatory  leave  is  considered  duty  status 
(same  as  working) , Item  24  maj?-  be  filled  in  by  the 
supervisor  if  the  information  is  available  to  liim, 

3 The  field  office  shall  not  maJ.ce  any  entries  on  the  face  of 
tliis  form  (items  1 tlirough  22).  Tlie  original  and  two  copies 
of  this  form  shall  be  forwarded  to  the  District  office  to- 

„ gether  v/ith  the  following  forms; 

Time  and  Attendance  Report  (SF-1130)  - Original  and  one  copy. 
Certification  for  Lump  Sum  Payment  of  Annual  Leave  (/:D-36  - 
Original, 

Final  Salary  Pa3rment  Report  (•-D-139)  ~ Original, 
Identification  Card  (Form  AD-54)  and/or  Driver’s  License 
(F or m AD -103 ) , a tta died . 

4 All  other  Government  material  in  the  possession  of  the 
employee  shall  be  reclaimed  at  the  time  he  leaves  our  service 
and  held  pending  disposal  instructions  from  the  District 
Office,  Inspector’s  Handbooks,  Federal  Specifications, 

Ihl.itarjT’  Specifications,  U,  S.  Standards  and  Memoranda  shall 
be  held  pending  disposal  instructions  from  the  District  Office, 

5 A Letter  of  Tiransmittal  listing  the  variovis  items  reclaimed 
from  resigning  employee,  together  irith  statement  that  all 
Government  material  has  been  accounted  for  should  be  sent 
the  District  Supervisor  on  the  last  day  of  active  duty. 

Final  salary  payment  cannot  be  released  imtil  this  information 
is  presented  in  proper  form  by  the  District  Supervisor  to 

the  Area  Administrative  Division, 
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^ Steps  to  Talce  in  Case  of  Automobile  Accidents 

1 An  envelope  (Form  AMS -92  - Motor  Vehicle  Accident  Report 
Kit)  shall  be  carried  at  all  times  in  each  official  vehicle 
and  in  each  privately  ovmed  vehicle  idiich  is  used  regularly 
on  official  business,  Tiiis  Icit  must  contain  at  least  the 
folloTd.ng; 

a Cop3''  of  Guide  for  Investigating  and  Reporting  Motor 
Vehicle  Accidents, 

b One  copy  each  of  Forms  SF-91  and  SF-91A.,  and  two 
copies  of  Form  SF-94. 

c One  copy  of  Form  GA-1  - Snaployee^s  Notice  of  Injury. 

d A card  sho-/ing  name,  address  and  telephone  number 
(both  business  and  residence)  of  the  supervisor  or 
other  official  to  be  notified  in  case  of  injury  to 
the  driver, 

e A list  of  designated  physicians  for  the  area  usually 
traveled. 

f Blanlc  paper  for  notes,  sketches,  extra  xd.tness 
statements,  etc. 

2 The  Governraent  driver  should  complete  Form  SF-91  at  the 
scene  of  the  accident,  if  possible, 

3 Names,  addresses  and  telephone  numbers  of  witnesses  should 
be  obtained,  and  if  possible,  signed  statements  of  mtnesses 
on  Form  SF-94  should,  be  obtained  at  the  scene  of  the  accident. 

4 If  a police  report  of  the  accident  has  been  made,  the 
supervisor  or  investigating  officer  should  ask  to  see  it 
at  police  headquarters  and,  if  possible,  obtain  a copy 
before  preparing  Form  SF-92  - Supervisor *s  Report  of  Accident, 

Full  instructions  in  regard  to  action  to  be  taken  in  case 
of  motor  vehicle  accident  are  contained  in  AMS  Instruction 
No.  371-1. 

5 Reports  of  an  accident,  including  completed  Forms  SF-91A, 
SF-92,  SF-94  and  a copy  of  the  police  report,  if  obtained, 
should  be  forv/arded  to  the  Area  Administrative  Services 
Division.  These  reports  may  be  sent  tlirough  the  District 
Supervisor  if  he  so  directs. 
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Q Reporting  Injuries  to  Etaployees. 

If  a Government  enqployee  soiffers  an  injury,  in  a motor  veliicle 
accident  or  other»,dse,  uhile  on  official  clnty,  a report  should 
be  submitted  by  the  employee,  or  by  someone  on  his  behalf,  on 
Form  GA-^1  within  4^  hours  after  t!ie  injury. 

Form  GA-2  - Official  Supervisor's  Report  of  Injury,  is  then 
prepared  by  the  employee’s  supervisor  as  soon  as  practicable, 
and  Forms  GA-1  and  2 forwarded  to  the  Area  Administrative 
Division, . These  may  be  for^.rarded  through  yo\ir  District  Supei-visor 
if  he  so  directs. 

Complete  instructions  for  preparing  these  t.;o  reports,  and 
discussion  of  employee’s  rights  and  benefits  in  case  of  accident 
are  contained  in  AMS  Instruction  No.  373-1. 
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A Distribution  of  U,  S,  Starxdards^  Federal  Specifications  and  Ctlier 
Material,  The  distribution  of  stands’jrds,  specifications,  handbook 
articles,  numbered  memoranda,  and  laiscellaneous  material  i'll  thin  the 
Branch  is  in  accordance  uith  the  procedure  shoi^n  below: 


Type  of  material 


Distribution 


United  States  Standards  (not  effective) 

(T1  Preliminary  drafts  ”for  discussion 
purposes  only,”  for  review  and 
comments, 

(2)  Notice  of  Proposed  Rule  Making,  for 


Distribution  depends  on 
commodity  and  manner  in 
x-'iliich  draft  is  to  be  used 
in  discussion, 

1 cop3’^  to  each  Officer-in— 


review  and  comments. 


Charge  and  one  to  each  Dis- 
trict Supervisor  for  reviei-J. 


United  States  Standards  (effective) 

Such  standards  will  indicate  an  effective 
date  and  are  for  use  as  of  such  date  or 
as  otherwise  authorized. 


Supply  to  each  District  office 
for  distribution  to  field 
offices;  also  to  industry 
mailing  list. 


Score  Sheets  for  new  or  revised  standarcs. 


Supply  to  District  offices 
for  distribution  to  field 
offices  as  needed. 


Federal  Specifications  for  processed  fruit 
and  vegetable  commodities  which  are 
normally  inspected  by  the  Branch;  or  for 
special  packaging,  packin'  , marking, 
labeling. 


Sufficient  copies  to  each 
inspection  office  for  trans- 
mittal to  each  inspector, 
or  as  instructed. 


Interim  Federal  Specifications  for  pro- 
cessed fruit  ard  vegetable  commodities 
which  are  normally  inspected  by  the 
Branch, 


1 copy  to  each  inspection 
office  to  be  retained  as  a 
reference  copy  for  the  use  of 
inspectors  (supply  limited). 


Federal  Specifications  and  Interim  Federal 
Specifications  for  commodities  other  than 
processed  fruit  and  vegetable  commodities 
(such  as  salt,  chocolate,  sugar,  marine 
products)  which  the  Branch  may  inspect 
as  authorized. 


1 copy  to  each  inspection 
office  to  be  retained  as  a 
reference  copy  for  the  use 
of  inspectors  (supply 
limited) , 


Military  Specifications.  These  specif ica-  :1  copy  to  each  inspection 
tions  include  former  CQD,  JAN,  U.S,  Army;: office  to  be  retained  as  a 
QH)  Purchase  Descriptions,  and  HIL  speci—: reference  copy  for  the  use 
fications  which  the  Branch  normally  in-  jof  inspectors  (supply 
spects  or  for  commodities  in  which  p ortfcpa:! imited ) , 
of  such  specifications  m^ay  be  incident  to: 
processed  products  inspection,  : 
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Type  of  material 


Distribution 


Military  Standards ♦ These  documents  esta- 
blish standard  methods  such  as  for  test- 
ing, inspection,  sampling,  and  marking 
to  be  applied  to  a large  number  of  items 
purchased  by  the  Department  of  Defense. 

Specifications,  other  than  Federal  Speci- 
fications  and  MlL  Spec if icat ions.  Such 
specifications  may  be  in  bulletin  form 
or  in  purchase  documents,  and  include 
Veterans*  specifications,  USDA  specifica- 
tions and  others  which  may  be  pertinent 
to  processed  products  inspection  on  a 
special  contract. 

Inspectors*  Instructions.  (Handbook 
chapters,  commodity  handbooks  arjd 
basic  instructions.) 

A -Memoranda « 


C-Memoranda , 


Pliscellaneous  Information.  Bulletins, 
circulars,  reprints,  mimeographed  copies 
or  other  information  for  use  as  "working 
tools."  Such  information  includes  Rules 
and  Regulations,  Food  and  Drug  reference  ' 
material  and  bulletins,  nsthods  of  analy- 
ses, and  other  information  which  is  re- 
lated to  inspection. 


1 copjT-  to  each  inspection 
office,  if  available j usually 
available  from  Washington 
office  of  Branch  only  upon 
special  request. 

1 copy  or  sufficient  copies, 
as  the  case  may  be,  to  each 
inspection  office  or  to  a 
specified  office  for  use  as 
instructed. 


1 advance  copy  to  each  District 
Supervisor  and  each  Officer- 
in-Chax’ge|  supply  to  District 
offices  for  distribution  to 
inspectors  in  field  offices 
and  liiaintenance  of  reserve 
supply. 

1 advance  copy  to  each  District 
Supervisor;  1 copy  to  each 
Officer-in-Charge;  small 
supply  to  each  District  Super- 
visor . 

1 copy  or  sufficient 
copies,  as  the  case  may  be, 
to  each  inspection  office 
for  transr.iittal  as  in- 
structed • 
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® Requisition  of  Supplies  of  Numbered  Forms, 


1 Forins  to  be  Requested  by  Letter  from  yoiir  District  Office# 


Form  SF-1169 
Form  AD-5U*  • 
Form  AD-103* 


Form  AD-202 

F orm  AMS-293 •••••••*••* 

Form  FV-353.  • . 

Form  FV-360* 

Form  FV-361;  - 1 to  126* 
Form  FV-370e 

Form  FV-U68 

Serially  Numbered  (FPI) 


Transportation  Request. 
Identification  Card. 

Driver's  License  (application 
to  be  inade  on  Foria  AMS-269  ~ 
Application  for  Motor  Vehicle 
(Iterator's  Permit). 

Authorization  - Travel# 

License  Card. 

Surety  Bond. 

Report  on  Inspector  for  Duty 
Assignment. 

Score  Sheet  for  (Name  of  Product). 
Processed  Products  Inspection 
Monthly  Report. 

Application  for  License  to 
Sample  Processed  Foods, 

Car  and  Truck  Seals. 


2 Forms  to  be  Requested  by  Letter  from  your  V^ashington  Office. 


Form  SF-1038. Application  and  Account  for 

Advance  of  Funds  for  Travel 
Expenses . 

Form  AMS-70. ?mer  of  Attorney# 

Form  AI;S-271. Tallj^  Sheet  and  Report  of 

Penalty  Indicia  Mailings. 

Form  FV-391#... •«...*..  Application  and  Contract  of 

Agreement  for  Continuous 
Inspection  Service# 

Form  FV-391  (Fla. )..••«..•••.  Application  and  Contract  of 

Agreement  for  Continuous 
Inspection  Service# 

F orm  FV-1^03 ..*.**..••.••*••**  Memorandum  Report  of  Class , 

Quality  and  Condition  for 
Processed  Fruits  and  Vegetables. 
This  is  a special  numbered 
certificate  approved  for  use 
with  the  date  inspection  program. 
No  distribution  has  been  pro- 
vided except  for  this  program# 

Form  FV-U16  (Fla, -citrus)#..#  Daily  Insp  ection  Report  (used 

in  Florida  only  and  entire 
supply  in  Winter  Haven  office)# 
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F orn  FV-423 Merjoraiidum  of  Inspection 

Report,  (Used  -under  Florida 
inspection  agreement,  and  no 
distribution  pro-vlded  except 
in  State  of  Florida,) 

Form  FV-^6  (Fla.),, Worksheet  for  Inspection 

Certificate,  Applicable 
under  Florida  Citrus  Code. 
(Entire  supply  in  Winter 
Haven  office,) 

Form  FV-445 Memorand-um  Report  of  Class, 

Quality  and  Condition  for 
, .Field  Run  Dates  for  Pro- 
cessing, For  use  in  date 
inspection  pro, gram.  No 
distribution  has  been  pro- 
vided except  for  this 
program. 

Form  FV-4S9 Memorandum  Report  of  In- 

spection for  Processed  Raisins, 

F orm  FV-490 Memorandum  Report  of  In- 
spection for  Unprocessed 
(Natural  Condition)  Raisins, 

The  tT7o  above  forms  .iire  for 
use  in  connection  x/ith  the 
raisin  marlietin;:;  program.  No 
distribution  has  been  pro- 
vided other  than  for  this 
program. 

Mimeographed  Form  (Unnumbered),  Supervisor's  Check  List  for 

Processed  Products  Inspection 
Field  Offices  (for  use  by 
District  Supervisors), 

3 Forms  to  be  Requisitioned  from  3uour  Area  Administrative 
Division,  Tlie  forms  listed  belox;  should  be  requisitioned 
on  Form  AD-14  from  the  follox/ing  offices: 

Eastern  Area  Administrative  Division 

Agricultural  l^arketing  Service,  USDA 
VJashington  25,  D,  C, 

Central  Area  Administrative  Division 

Agricultxiral  Marketing  Service,  USDA 
Rand-McIIally  Building 
536  South  Clark  Street 
Chicago  5p  Illinois 

Western  Area  Administrative  Division 

Agricultural  Marketing  Service,  USDA 
1515  Clay  Street 

rage  4 Oakland  12,  California 
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DISTRIBUTION  OF  U.S.  STANDARDS,  FEDERAL  ’ SECTION  1? 

SPECIFICATIONS  AIJD  OTHER  MATERIAL 
REQUISITION  OF  SUPPLIES  OF  NUMBERED  FOPI4S 


Forms  to  be  R equis itioned  from  Yoiar  Area  Administrative 

jIivi5ion»  (Cor^inued)  — — . 

U,S,  P-urchase  Order  - Invoice* 


«##••••••• 


F orui  SF^l^ij-# ••••#••• 

Foriii  SF-G , A. 1* * Emploj^’ee's  Notice  of  Injury 

or  Occupational  Disease* 

F orm  SF-C ,A, 2*. Official  Supervisor  * s 

Report  of  Injury. 

Form  SF-52  Request  for  Personnel  Action* 

Form  SF-57. • »•••*••••••••••••••  Application  for  Federal 

Employment* 

Form  SF-71«  Application  for  Leave  * 

Form  SF-91,  Operator  * s Report  of  Motor 

Vehicle  Accident* 

F orm  SF-91A •••••••••••••••••*•*  Transcript  of  Operator  * s 

Report  of  Motor  Vehicle 
Accident. 

F orm  SF-92 **•*«•»••••••••«••••*  Supervisor ‘ s Report  of 

Accident. 

Form  SF-93 •••*••'.••••••  Report  of  Investigating 

Officer. 

F orm  SF-9U* »•••.•••*•••*.•..•••  Statement  of  Witness . 

Form  SF-l50. Standardized  Government 

Travel  Regulations* 

Form  SF-201-,  •**••••••«•••*•••*«  Certificate  of  Deposit  * 

Form  SF-1012 *•*••«.•«*•••••••*•  travel  Voucher  ( original) . 

Form  SF-1012a. travel  Voucher  (copy-yelloif ). 

Form  SF-1012b. . •••««•••••• »*•••  Travel  Voucher  ( c ont inuat ion 

sheet). 

F orm  SF-1012 c. ••••*. «••••*•«*••  Travel  V oucher  ( c ontinuation 

sheet-yelloxf  copy) . 

Form  SF-103U. . . • Public  Voucher  for  Purchases 

and  Services  other  than 
Personal  (original). 

Form  SF-103Ua •*•*••••«•.•••*•*.  Sa^-ie  as  above  (yellou^  copy) * 

Forra  SF-3JL03. U.  S*  Government  Bill  of  Lading. 

Form  SF-1120. Transportation  Request 

AC c ountability  Record. 

Form  SF-1121.* Bill  of  Lading  Accountability 

Record. 

Form  SF-1130.. *.*..,..*.*••**. . Time  and  Attendance  Report. 

F orm  AB-lir. ***•«•.•*•»••*.*•*.•  Request  for  Supplies . 

Form  AD-36*. . Certification  for  Lump  Sum 

Payment  of  Annual  Leave. 

F orm  AD-105. *••*••»*.*•••••*•••  Check  ^^iling  and  Identifi- 
cation Slip* 
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Form  AD~106. Property  Record  Card, 

F orm  AD-107, Report  of  Transfer  of 

Property;^ 

Form  AD-112 Report  of  Loss  or  Damage 

...  .to  Property. 

F orm  AD-139 •••••• Final  Salary  Payment  Report.^ 

Form  AD-185  peo^lQomania  to  be  Placed 

....  .Inside  Government  Automobile. 

F orm  AD-187. Operation  Record  — Govern— 

meijt.Qimed  Motorized.  Equip- 
ment.  , 

Form  AD-518, Receipt  for  Transportation 

Requests.. 

F orm  AD-555 Report  and  Certification  of 

Night  Differential. 

F orm  A^B-67. Report  of  Penalty  Indicia 

Mailings , 

F orm  AMS -92 Motor  Veliicle  Accident 

Report  Kit, 

F orm  APB-I52. Report  and  Certification  of 

. > ...  . Ordered  Overtime, 

F orm  Al^-269 Application  for  Motor  Vehicle 

, . Operator  .^s  Permit, 

F orm  A^B  -322 Request  for  Compensatory  Time . 

F orm  A^B-633 ........  Report  of  Man-Months  and 

. . Obligations  (for  use  of 

District  Supervisors  only) , 

Form  FV-55. Bi-Weekly  Time  Sheet, 

Form  FV-I47. Certificate  of  Quality  and 

, Condition  for  Processed  Fruits 

and  Vegetables  (serially 
numbered) , 

Form  FV-I47, Aeptificate  of  Quality  and 

. . .CpA^iition  for  Processed  Fruits 

■ , . . and  Vegetables  (unnumbered, 

for  e:rtra  copies). 

Form  FV-159. Request  for  Inspection  of 

Processed  Products. 

Form  FV-209 Certificate  of  Quality  and 

Condi'^ion  for  Processed  Fruits 

. . and  .Vegetables  (serially 

numbered) , 

F oirni  FV-209 .Certificate  of  Quality 

and  Condition  for  Processed 
Fruits  and  Vegetables 
(unmmibered,  for  extra  copies) 

Form  FV-230 Commercial  Inspection  Bill, 

Form  FV-230-1, Time  wSheet  for  Commercial 

Inspection, 
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F orm  FV-356, Certificate  of  Sampling. 

F omi  FV-359 Report  of  Operating 

Ebcpenses. 

F orn  FV-359.1* Brealcdoim  of  Salary  and 

Personal  Services  Items. 

F orm  FV— 359 .2 Computation  Sheet  for 

Obligated  Funds  and 
Elxpenditures . 

F orm  FV-375 Application  for  Inspection 

of  Processed  Products. 

F orm  FV-376, Farm  Products  Inspection 

Service  (fee  bill) . 

Form  FV-416, , Dail3''  Inspection  Report. 

F orm  FV-419. Processed  Foods  Certificate 

of  Loading. 


FormFV-421 U.S.D.A.  BIA  Officially 

Sampled.  (Sticker  for  identi- 
fication purposes  and  sealing 
samples.) 

F orm  FV-440. Request  for  Inspection. 

4 Forms  to  be  Requested  by  Letter  to  the  Qfficor-in-Charge  of 
the  Nearest  Quartermaster  Inspection  Service  Depot; 

QMIS  Forms  1019-1  and  1019-2,. , Request  for  Inspection. 


QMS  Form  1195  Request  'f dr  Laboretoi"y  Tests , 

QMS  Form  1212 Contract  Status  Report. 


5 Forms  to  be  Requested  by  Letter  from  Nearest  Commodity 
Stabilization  Service  Office : 


Form  GSS-18. Request  for  Commodity 

Inspection. 

Form  TW-n43 Sampling  Report. 
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IlCTRUCTIOWS  FOR  l-'IAILING  GFI'iERAL 
CORRFSFOIEIEI'ICE  AND  SAliFLFS  TO  THE 
WASHINGTON  OFFICE 


SECTION  18 


All  incoming  mail  and  corraspondence  for  the  various  agencies  of 
the  U.  S,  Department  of  Agriculture  in  Wasliington  is  sorted  and 
opened  in  central  mailing  rooms  and  distribution  made  to  the 
respective  Divisions  and  Branchoe. 

In  order  to  facilitate  prompt  delivery  to  the  Wasliington  office 
of  the  Processed  Products  Standardization  and  Inspection  Branch, 
the  proper  transmittal  procedure  for  the  respective  types  of 
material  folloi/s: 

A Letters  and  Similar  Correspondence. 

1 Envelones  containing  letters  or  similar  correspondence 

of  a general  nature  and  all  reports  not  for  the  particular 
attention  of  any  one  individual  are  to  be  addressed  as 
follows ; 

Mr,  F.  L,  Southerland,  Chief 
Processed  Products  Inspection 
Fruit  and  Vegetable  Division,  A^S 
U,  S,  Department  of  Agriculture 
Washington  25,  D.  C, 

2 If  such  correspondence  or  material  is  intendedi  for  the 
particular  use  of  an  individual,  and  is  not  for  general 
diis semination,  the  envelope  may  be  addressed  to  that 
individual,  using  the  form  as  shown  above, 

3 Such  terms  as  CONFIDENTIAL  or  RESTRICTED  are  not  to  be  used 
on  envelopes  or  correspondence  to  the  Branch  office  in 
Washington,  If  the  corresp>ondence  or  material  is  of  a 
confidential  nature,  the  envelope  should  be  address^ed. 

For  the  Personal  Attention  of:  Mr,  F,  L,  Southerland 

Processed  Products  Inspection 
Fruit  and  Vegetable  Division,  Ai-B 
U,  S.  Department  of  Agriculture 
Washington  25,  D.  G. 

and  may  be  further  marked  v/ith  the  phrase: 

”To  be  Opened  by  Addressee  Only” 

4 Any  official  correspondence  concerning  the  activities  of  the 
Branch  and  intended  for  any  individual  outside  of  the  Branch 
but  witliin  tlie  Department  in  V/ashiiigton,' of  ' ^hy  official  mail 
to  a member  of  Congress,  shall  be  transmitted . through  Mr.  F.  L, 
Southerland,  Such  correspondence  may  be  addressed  to  the 
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address  e,  v;itli  a note  attached,  "Tlirou^h  F,  L,  Southerland", 
but  in  all  instances  shall  be  mailed  "For  the  Personal 
attention  of:  Mr^  F,  L.  Southerland," 

5 Any  enclosures  with  correspondence,  such  as  a copy  of 
letter  mentioned  in  the  correspondence,  should  be  stapled 
securely  to  the  letter, 

B Certificate  Copies,  Daily  Cannery  Reports,  Completed  Inspection 
Requests,  Miscellaneous  Reports. 

In  forwarding  certificates,  cannery  reports  or  similar  bullcy 
correspondence  to  the  Washington  office,  the  copies  shall  be 
placed  flat,  folded  not  more  than  once,  and  mailed  in  a half  size 
(6  1/2  X 10  1/2  inches)  or  larger,  envelope.  A small  slip  of 
paper  shall  be  securely'’  stapled  to  the  upper  left  hand  corner 
of  the  file  and  addressed  as  follov/s: 

For;  F,  L,  S outlier  land.  Chief 

Processed  Products  Inspection 
F & V Division,  AhB 
Washington  25,  D,  C. 

Certificate  copies  and  similar  reports  shall  be  mailed  to  the 
Wasliington  office  at  least  tid.ce  a week, 

C Mscellaneous  Samples. 

Occasionally  it  is  desirable  to  forv;ard  samples  to  the  Washington 
office  for  advice  on  grading  or  for  a specific  purpose  relative 
to  inspection  or  standardization  problems.  Samples  of  this 
nature  shall  be  mailed  directly  to  the  street  address  and  room 
number  of  the  Washington  office.  This  is  very  necessary  in  the 
case  of  perishable  commodities  such  as  frozen  food  samples.  In 
sending  samples  of  perishable  nature  by  air  express,  idre  the 
Washington  office  the  flight  number  of  the  plane  and  expected  time 
of  arrival  at  the  airport  in  order . that  the  samples  may  be  picked 
up  withcrtit  delay.  Also,  do  not  send  frozen  food  samples  to  arrive 
on  a week-end  when  there  xdll  be  no  one  to  receive  them. 

D Checks . 

In  general,  checlcs  are  received  in  the  field  and  deposited  by  the 
field  office  in  accordance  \7ith  instructions  in  Section  5*  However, 
it  is  possible  that  a check,  money  order  or  djraft  may  be  forwarded 
to  Washington  to  be  placed  in  a suspense  account  as  a guarantee  fa* 
payment  of  services,  cr  as  payment  of  a delinquent  account,  Sucli 
checks  or  drafts  shall  be  mailed  separately  from  correspondence 
other  than  that  related  directly  to  the  particular  circtmstances  for 
mailing  the  check  to  Washington. 
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